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l61G6063fllULb 6T^®65)6TT £fTlUfTIT QffUJUJ (S6U6WTl^lU 

<Sbl_65)LDLJ UfTL I9.6O @©a601 (0[DFTli>. <5&fclrfl6ti ^HfT?61| Q(2> 

lD65fl^65T§J Q^fTl_iTUfTL^J®@li), G 6U & ID fT 65T SUSTTfTff rfl® <§> ^ 

61 6X1 6U 6TT 61|* ^6U^llLUDIT63T(B^fT, (S ^ UJ 6T1 6X| &\ Gli rfl UJ lb 

uSKBsosoflujLD aararoifl ^p^a^u) gp u@ii>. s>m\s^\ 

QLDfTl^6IDlU® ®ff)U§J ^rbJfl^6\3^^)60fT -^60603)1 fl>l£ll£l6D[T 6T65Ta) 
6lSl 6ffT IT 6X| LD SS6X) SlSluJlT 6TT[t £B6TT 6T(ipUUL] 

Ull@fibQ*fT65ffri9(fT>fibfiSfD^J* Ql£>fTy5l(Lp6\)LD @ 60(3)0516*), 

(BojaiDfi a anloiij l| n3 tu qp 19 uj it £ oj if a of r& eot «d ld 
Gupii)Qui(!T>L(B @ULj^®Lb OII^«l6DlD«*IJUL.©6frOTB. rglBJ^STT 
afDjprr^iiD ffrfl, r^rEjasri ffffloiij aewTssf) ^4fiJI6 tdsxi ajTjpa 

6T6OTLl(B3j 61651^1 CrBITaaiD. 

@uqff,£aib ^uSlLpoproiii Ms-Word ‘97 sishid q$$a£$65>65iu Guirangi asifltu 
(ipsDIDuJlso sdlemtuaaian^iu sususi siotid £ii%ic, «t,rej ^IsoypLD ftsoiBgi 
sujp^uuilSsnsngj. @8565)651 uuJ 6 jiu© 5 ^l Spread Sheet gjwnnjiiJSeo ^miasti 
rflaa60®65)6n ajiraa (yrujibrflaa G6U 655i©tc. ;£[T6i|a65)6TT arrapib (Buirgl U6t> 
6uy51a6tt @ © util ©lib (Bdan @ 60 @ 6 uiT 6 nai siesr a©§|ib (ipeonjaniuu uiusnuS^aSl 

@U L|<585a£ $65)651 6UI9 6U65>lDg>$ ©a sfl65l (B JD®fr. @LU6j2llD(T65T6U65)IJ @U Lj££>8)aib 

8_aia6n ^t,6ii6ba65)6n y,iT$$ GffujiL|ib 6I65I 6iaSliTUiTiT^-sSl6in(BrD6!rr. 

@r&5IT6V) 6 U 196 UU) QurpM^rri® Qpa6i|65)ij euipaiaSluj 6i65i§i ld$ljl|u5I@ ^rfltflujfr Di. 

S. Kanaganathan (Senior Lecturer, Jaffna University) dtanTail@ib, etesra® 

^ip5l6q65)IJlL|lb SSiaaQplb 6Uipr&lil a655l65?l ^J6 B>IDLlSI 60 6165165)651 uSIsifltr 65)6U^^ Mr. 

S. N. Balakrishnan (Lotus Computer Professionals Academy) «i6Uirail@ib, 
^rfliflajijira atD5l6U,tli9iu Mr. M. Ramtnohan (Becta Tec) ^eimaLigtb, Mr. 

T. Prameswaran (Mahaluxmy Stores) ^i6iiiiau@ib, Mr. S. Balachandran 

at6uiiau@ib, sires)®) (Su)iDuaiT65)6u Qtnu&i 6iny6))65)ii>$$i$ Mr.S. 

Sathiendra ai6iHTaL.@ib, «i6ii6)iu(2ijn£i 6i(tp&|tb 3>ij6na65)6n pi6eaa Gl£iT@£§) 
96inn5l65)655T^85 Mr. K. Harsan joieuriailfaib, .9i(p@!D diff rfltl©&^!6S Admiral 
Graphics n^p6U65i^^l65T©a@ib 6i65i2>l iDesiumiTfbS jB«rrn5l65)LU Q^iflnSlj&gl® 

Oart 6 nafl(B|D 65 i. @^§iL 65 i g,u5lij (y) 60 ib Ms-Word ‘97 q^^a^^leir 6U ns a it a (©a® 
&i65i^j [Bffinn5l6S)LLi Gl^[fl6i51^fjaQarr6n£flSfD6in. 
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^ a,6u60 ’ sjl utb gang, a_ so * 6 TT it a /1 uj 90 

bui irfl uj65)id ujrr g) jrflrr& s> a 0 u u ij aflfpgj. Personal Computer (PC), 

I.B.M JilT]]&U6JI^0fT6\j 8 0 * 6Tfi ft) ^JT^(jpaLilj(5a)ff)UlJLL_ Lp 631 1_|. ®r53j 

angarrjfltfT LDaa( 6 Tf)a 0 m ( 8 $w)aju ugalssiro§j. {gij^ s\ nfl 55 ) eu u 

Q U (T)J ftJ tf) fT) (0 rb fT LD Q U 0 l£) u IT gyj LD ^fhiafift) Q ID rT ipl Lj Lj^^arbja 63 ) 6 TT(SllJ 
jb JD (S u fT gi &) red afl nil 0 a a G 6u 6trai ll| 6 rr 6tt ga. l/ 1 p 3 fb rr C @ jb so ft) frf) 0 rr 

*iT$^fjred& 6 TT $L% Q ID fT Lpl uil fT) G) 1 J UJ IT $ £ ft) 8 611 m $ ID "" 61651 fT) 

UfTfJ^llUfTffl65T aifOgjUU^ @a065)fT)65)LLI, ^ 0 • IT (o 65T 6Tl3 6 U IJ 65T ^arfllU 

Qtjm TLfTbU^i L]$£&iDrrafluj “£u% Qpfiouj MS-Excel ‘97’\ Spread 
Sheet gjeJDjDiiileo rrfftjfTaigfl Q^lu ^]65T n^gd. gJuqajaj&^iD <^iftj 065 )LUj 
(ip&>ed q^^aiDfT^luj 4 k ^lcPlp qpcoid MS-Word 4 97 ’' G>unft)(Bftj 6 Tftjft)fr& 

&LL6ff)6'n&65)6TTlLjL£) 6 ?D 611 6 TT 6 TT 6 U IT (o fT) ^ f^j &1 ft) £5 gfl ft) Q 6 b IT 655T (Tj 6 TT 6 TT . 

Qu®ii) u rr so fT an a am ail 4 Q s n rrj a (g> 10 aiuu^Giu ^ reJ al so $ $1 ai 
$ ij b u l g 6 ii 6 ir 65i. @55 (tpsonjujfrsngj gu i]$ 9,s,$ ms, e_liG aural $51 

G jb ij 19 ui n a G 6 u a ott st/ 1 an 111 u uiiisai u @5 aba a«i 9 iu^fTa g©a®iD. 

ufl a a © 65) jd J5 $ a655iaifl ^jflajLajr @u qj aba$ 65)$ a-uGunrals $1 
MS-Excel gj uiu65iug$$ (^> 1911 ) 10 . < 91190 U65)i_a a©^gjaa6ii tjjtt 6ijuj 
$ ufl gf) 60 6ifl 6 tt a a 10 it a 6i/l u ttH £b a u u l @ stt «tt ^ ai a3 60 ^tnfl6i] 
£_ 6n 6 T 1 6TJ it a eri aiL gu L)$$a$$fi6D ufl($!B£ utiieur Quid (^> 191 ^ 10 . 

guij$a>a$^)65T ^aflrfliuii , a rr «r) rj rg ft if . Ga(T 6 iJ 6 TT$ 65 )$u dl id u dl lid it a a 
QafT655IL, UjrripU6T)a65)6T)aajpa 6lfl(0)(g>IT65Tlfl.U ULL 3 jirifluJIT 6 UITIT. 
6 IT 6 J a ( 6 TJ 1 65) L 111 U) IT 65516TJ IT §>©6UrT @U 4$ $a$ 65)$ ^ a afl ufl © U U $] 6tlbja6TT 
6 T 6 UG 6 T)IT©a@lD Qu®65)10 GaiTU U$(T ®10 . ^(61111 U 655 fl Q$m_IJ 6160 601710 
«J6U60 g 65) ID 60 65) 65T G 60 655j @ al G ID 601 . 

Dr. S. Kanaganathan BSc(Hon)MSc(Ceylon)MSc(Liverpool) Ph D. 

Senior Lecturer Gr l 

Department of Computer Science 
Uni versit of Jaffna 
Sri Lanka. 
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1. MS-Excel. 

2. Formatting Tool bar 

3. File. 

4. Edit. 

5. View. 

6. Insert. 

7. Exercise. 

8. Links. 

9. Page Setup. 

10. Print. 

11. Format. 

12. Filter. 

13. Sorting & Subtotal . 

14. Drawing... 

15. Graph. 

16. PivotTable. 

17. Function. 

18. Macro .. 

19. Windows.. 
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Ms-Excel 

MS-Office j§ 60 23L_ 6TT 6TT Q© Q^fT©LJL] ^@U5. @ 65T 63) HD HI CS 6U ab LD FT 651 

a_60aneo &6rofla>, s>m\a> rfliuso ^ fj 6Tl|©d 6n 66u®u>rT*6^if>, /ijFTa6i|ii} 

Qffiugj (ipi^LJ U^(D @ ®^65)65T UIU 65T U ® £ g>j 3)165T JD FT FT a 6TT . 

glaQ^FT^udlso g_6iTgn rfljpuuiDffrejasn . 

1. ^{[^aemen 6T6rfliu ©p6 ?dfdllTI eo aiLL, aijflaa, Qu©aa, 6U©aa 

(Ip l£ IL| 10 . 

2. fT)l U f& 3j 65) 65T a 65) 6TT U if L <5 gjj 6lf1sDL a FT 655T (jpi^LLjU). 

3. 6U 65) FJ q a 65) 6TT 6T FBJ a& 6TT C^65)6Ua Gan) U 6116U 65) IT 0) Q a FT 6TT 61T (ip l£ UJ ID . 

4. 6J p 60 rfl 65) 3 , @ {D FTd © 6U rfl 65) 3 0 3 IU ££J 0 a FT 6TT 6TT (IpI^tqLD . 

5. Graphical Design ejrja6 tt iDaa a_6iT6n§i. 

6 . Macro eo 3 afl (Sua65i fd 6 j ft) u rr ® a 6ti 6tt6tt gj. 

7. Pivot Table {§} 65 ) 65 i u tu 65T u ® g> fljl st no a 6tt 3) ij 6vj a 65) 6tt 
a©a flfl*QafT6ri6n«ornD. 

8. (§3*1 CuFT65TfD U6\) rfl[T)L)Lllf>aFBja65)6TTa QafT655TL3J 3)FT65T Excel. 


6T6U6ijitp Excel gg §iua©6o§i? 

a 655 i 65 flnil 65 T Power gj (Lp^6tflso ON datum C60655T®ii>. iil65T65rrr rgrrio 
Start 6 T 65 T fT) aL L 65)6TT 65) LU^ Q^lfl 61 | Q31U 3j lil65T 65TFT Program 6T65TFD 
aL L 65) 6TT 65) UJ Qgj[fl6)J QffUJgj ^1^60 Ms-Excel 6T65TFT) aLL65)6TT65)lLlj 

Q^rfl6ij datum {?6U 655 i ®ir. ^ 6060 gj Screen @60 afT655Tuu®ir 
Ms-Excel 6T65IFD Icon gg Doubleclick dam ujG eu655i ©ld. 


61U UMs-Excel d£FT( 3 >U 65 )U (Fp ©60 8j]? 
a 65 insffflu_fl60 2 _ny aeiT File @60 Close 

6T65TFD a L L 65) 6TT 65) UJ 2_ U 6 IU FT al £ §j 

(ip®rbja6TT. lTI6ot 65Tff File Menu @60 
2_ 6TT 6TF Exit 6T 65F FT) a L L 65) SIT 65) LU 
2 L.uGlUFTfl^^ §1 Ms-Excel d£FT@U 65) U 
OP 19 .6ifl ® fbj a eri . 
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Formating Tool bar 



Font (a L L 65) 6TT 1) 

Formating Tool bar @6$ 6 tt 6tt aLL65)6ti (1) @.65 )ot a-uGiurralg gj 

6T(ipg^lgl|63)LUJ (Text) 6T(J£g§] 6UI9 6U fBJ * 65) 6T! (Font) IDITfD fDU) Q ILI UJ 60 IT ID. 


s_-u>: Excel (Times New Roman) EXCEL (Algerian) 


Size (aLL65)61T 2) 

Formating Tool bar @6gj6TT 6 tt &LL65m (2) @65)6in 2 _uGiurra£)ai gj] Cell 
@60 @( 5 ® 0 l£) 6T(lgggjafi66Tfl65T <£16TT65)6U (Size) ® 60 mfl <&160 60 gj| 

@65)(D®®60fnr. 


Bold & Italic & Under line [(a ll 65)6n (3), (4), (5)] 

G id rrj u ig auL65)6rra65)6fT s^uGiufTaluLigesi ^Lp so id 6i(jfg§ja6U)6n^ 
urraeijii) arfifTjajgjfTaeijLD af[pa GampL LgjfTaeiju} ^| 65 )U)®a60rru). 


Excel-► Excel (Bold) 

Excel-► Excel (Italic) 

Excel-► Excel (Underline) 


Left Alignment [(a l l 65) 6n 6) & Center Alignment (a l l 65) 6tt 7 ) & 
Right Alignment (aL l65)6tt 8)1 

Cell @60 Text gg Type QaiuiL|ii) GufTay 6u[p65)iDiiJfTa Left Alignment 
@60 @( 5 a( 3 jU). Guit 60 @6oaafda6TT Right Alignment @6\5 

@(|Tja(3jlD <£1£65)65T 6 lH( 5 LD lillUUl^ Cell @651 a__6TT Gen lOfTJT)rrflLn65)tOUU0>{I)(§ 
Right Alignment, Center Alignment, Left Alignment ^,^uj«vjid w)ff)d 

UUJ65T U@£ £60fTU) . 


S A. GNANESWARAN, QUICK TEC ACADEMY 385, 2/9 GALLE ROAD, COLOMWMX) T.P 504 t11 





































Loccel ‘97 O 


Merge and Center (sl l 6 » 6 tt 9 ) 

9© Q^fr@u65)u Type Q^iu u_|ld (Burr§j s\tbon £65)$oinf5j&£65)g,& 

Cell a>6 Tflnp(§u 0urr§]6UfTaab Qa&n6 ott ®6u©6u^[D( gj ®l LfflmsDin 
sa_u6 lunr aflu (2 u rr ld . 

6TU U[$ @UJ& @6UgJ? 

(Lpa^ 6 vfl 60 afip 6 U( 5 icrTp Type Qa^uj LL|fBi 



! A 

r b : 

c 

if □ 

1 

(Year8 Marks list 

y 



2 

Name 

Science 

Mathes 

English 

3 

jLavanya 

75 

90 

85 

4 

jVisakan 

80 

85 

80 

5 

! Kumar 

72 

75 

75 


6T^£65)65T Column @jd <g U)a5^1iifl60 (Center) 
aflrrfrT aGamr s\$ £65)651 Cell aemenqu) Qgjffloj 

(S 611 6S3TOT @ LD . 

<&I£H 6 U§| A 1 Q^fTLiabiD D 1 6 U 65 )j 


Q <56 fT 655T (g 611J 6lf) © U> L| 

(Highlight) Qffui tu 


Merge and Center (®l L63)6tt 9) @65)6otu ijlfjGtijrTfitffi&ffi (Ssusnngii. 

^uGurrgi Year 8 Marks list 6T65 tu§j r& it 65i © Column @n)@LD Center 
^ssiiid a&6iyfl Cell 6u©u). 



A T 

■ill.,. B 

1 c 

f; D ' ; | 

1 


Year 8 Marks list 


2 

Name 

Science 

Mathes 

English 

3 

Lavanya 

75 

90 

85 

4 

Visakan 

80 

85 

80 

5 

Kumar 

72 

75 

75 


6TU Ul£ f^£b(gaj§l? 

ufsrorgii Cell g>£ Q^rflsij Qffiu^jsiflL® Edit Menu gjeu Clear 6i69T pa 
4L L 59) 6mjjlg2J61T 6TT Formula 6T65T USDSjU I_T1 ff (S LU a flb & G&J659T @LD . 
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Currency Style ($) (sl Lsngn 10 ) 

@ 6 oaaaia( 65 a@ $ 6 U 196 ii£ 65) s> 6utpi&i ®6U$io @£ Gi&6®6Uiu(Tsn Cell 
a 65 ) 6 n£ Q$iflo| Qiriupeifli:® Currency Style ®ll6»6tt65>uju rilpCuJirrisa 

G6U 695T @U) . 

61 ! l£6ULD G £j 69 ) 6U llfl 60 69 ) 60 Q LU 69fl 69T U?6551 ®U) S\&6 5)63T^ ^©Ulil Click 
QffailU @60 60 ITID 60 <SuH@lD. ^l(S^(BuiF60 Rs. 61651(0 611 ^ 6U ^ 65> ^ 61 UU 1 ? 
gnju®^§|6ii§] 6 t 65 iu§i Format Menu @60 @©a@iD ®LL65)6nuil60 

eifterifib fiBUULl©6TT 

Percentage Style (a l l 65) err 11) 

@2,65)651 JlljGlUll^£b@lC(2uiT§] 49$65i GupiC £165)10 100 IDLItj ®If ® 
Q6U6ifluu®££l ^i£§|L65i Percentage Style giqic $©ic- 

846 >-84600% 

(§£IliH: 846 >846% 6i6sip Type Qffuiuj 6iil©sr>Lil65iii60 Keyboard @60 
aiT655IUU®lD % 6165110 aL L65)61I65)11J Util 651 U®£ 8 ) (36)16551 ® LD . 

Coma Style (,) (au L 65)611 12) 

(S ID JD Ul£ SL L 65 ) 61165 ) HI @Uia@6U$65i QP601D Cell @60 &- 6li 6n 

@60a aaia65)6n ©parinjt (ip65ip @ 60 a aai a6inra ®U)ir (,) @651(160 

dl(flaa60iriD. . 

Ex. 86345 86,345 

9654321 9,654,321 

©irfluL]: aion (,) g dljGiuirrfl® ©loGiingi ahuGeu @96551® $®u> 

L(6ii 6ifl®(6ii|iD Q^ifliu6u©u). @^65)65t Decrease Decimal (®ll65)6h 14) 

6165110 ®Ll L 65) 61165) UJ U 111 65! U ® £ £1 ^1®(D (060(110 . 

Increase Decimal (®L.L65)6n 13) 

(3 10 jO U 19 a L L 65 ) 611 65 ) UJ @ 111 ® © 6)1 tf >651 Qp 60 LD Cell 60 2 _ 611 611 
@ 60 ®aai® 6 if) 65 i Decimal L|6ii 6ifl»65)6n @65ip, @ 96551 ®, Qpenp 6i65ip 
, 3 l£laifi£pa GaH6ii6ii 60 hid. 

2_-io: 8556 >8556.0 

8556 >8556.00 

Decrease Decimal (a l l 65) 6n 14) 

6 to jo U 19 a l L 65) 6 n 65) 111 2 _uGimi 6 ^ij u^65i (ip 60 iD Decimal L|6ii 6ifla«5)6na 

©65)j0® ®60(iiD. S_-iD: 8556.00 >8556.0 

_ 8556.0 >8556 ____ 

S. A GNANESWARAN. QUICK TEC ACADEMY .1X5. 2/9 GA1.I.E ROAD. COI.OMBO-Oh I P: 504) II 





&xce£‘97 Q 

Increase Indent (a l l «» stt 15) 

@ © Cell @sn en Text g> 6 U 60 §j uaau> GjBiraan (©jrflu l/Il l 
§ irr|jniiasrflgiirri_[i®) [Barf^§i6u^nj@ Giunjui^ adL 65 ) 6 nsnuiu dlijGiuiraflaa 
Gsuarei @u5. @a ad L 6 »err an in a_uein[ra(la <516 < 2 urr§| Cell @gn«DLUJ 
<9l®6U(c gjff Q ®60 6Ud)6S)69i < 9 i 6 ue&[rarflaaroiric. 

Decrease Indent (a l l an cti 16) 

9 © Cell @g» 6 ri err Texts @L§|uaaiD GjBrraafl j5aii$g|6u$(D@ (Sidjdui^ 

fl&L L 60) 61T 65) ULJ U ULU60TLJ®fi5Si6OrnD. 

Border (ad Lap an 17) 

CiLDnpULp a L L 65) 6TT 65 ) LLI U UIL1 6 BT U © g) gfl 9 >arfl 9© Cell @flj © ,S |60 60 §| 
Cell asifl65T Q$fr@UL|a© sdlerfliDLj^oen (Border) aiipraia6orriD. Cell g> 
^160 6 U 51 u 60 Cell a6D6iT Q^iflojQauj giafld (§ Formating Tool Bar @60 
Border 6iann) ailLfinsnaniu (adLao6ir-17)Click Qaiu^ireo aflsrfliiqaaflOT 
U60 $u 19 611 ( 5 J a 6 ii Q^ifliuaj®^. gjajpj psii gasiann) Q^ifl^Qa in §| 
sujp(sj@6ij^a(T (tp60u) Border aao6ir 6uipi5ia60inD. {S^gtDsmiileoeroeoQiueoflein 
Noneu©£lapin ,3)$ir<ai§i Border @ 60 uorr$ u©aflapiu$ Qaujgi 

6U[pi5i@6u^6ri (ipeoui Border @apan @60 60iriD60 QainineoiriD. 

Fill Colour (ad L6ID6IT 18) 

G 101 DU 19 aLL65)6na)iou uiua>iu©£$ 96 iiQ 6 uir© Cell @rD©iD ^(Diaaewen 
6ujpiBia60mB. (yj^etflsd Cell s£ Q$ifl«l QffingieJld© tilenasrif Fill 
Colour (ad l8 P6 tt 18) go Click Qaingj Apply Qaujw G 6 uas>T ©id . 

QP 60 ID Lf)«ri 65T6®rfl (Background Colour) @ an an 

sutfidasoiriD. dlasrajiajuf! nfljDiD G^apeiiuHeoaneoGlinarflasT Q$rfla| Qa=iu gisdlil © 
Fill Colour @60 H>©a©u> None 6!65 tid adL6iP6n65)in<5 Gl^if^ Qaujiu 

(0 6116S9T ©ID . 

Text Colour (a l l an 6 n 19) 

(SlDfDUl? aL L6!D6n68)UJU UUi6JTU©65^1 9 ® Cell @60 &_6fi 6IT 4)|60 60 §| 

(Lp (ip Cell a6rflgj]iD s _«tt 6n 6i(giai §ia a(6jja ® (Text) eu it eesi iDuro tog, ana; 
611 jp rei a& 60 rr ld . 
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New 

Program qp eo ld s\so 60 §i Excel Icon (tftmemb) g> Doubleclick Qffuioi^an 
^Lp 60 Li5 Excel Q^fT@Ulil[D@6IT 5J65)[pfB^ET60 Qfi&fflOJgl L|^UJ & IT 6TT . 
gjn&jGab u*®ld [Page] 6T ear no @L£^l 60 ^ n eri [Sheet] 6T65T jd 6bitit£ 65)g)U 

I_n \J G LU fT 3> ff) 6?D 3j S_u6lUfTfiflflb dflGfOmr) . 22_ rei <9& 6TT LHT IT60)6UU U {5j 3)1 ® (gj 6TT 



(Bitid anfrfl uj 6urrp Sheet G^rfliueo© id A,B,C— 6T65T nosunrujj [?>l6&)fj&6n!T&6i]t0 
[Column], 1,2,3— 6T6 bt rpeij it gjj r^lij 60 fibenafibsiiLD (Row) &iT 600 iu u®uj . 

@£651 2_6riu<g>g51liJl60 flbfT60inU LlgtD ff IT ID LI 60 6BIT600I f^lfDU GUL ^®6ff)6TT 

Cell 6 T 60 I ^ 6 mij>flbfl£lG(DfTijj. © 6 iiG 6 ijfT (5 Cell @fD@iD Quin it 2 - 6001 ®. 

Column, {glrfl^^RoW @[J6Mi L^60)63TIL|U) ® 60 ) 600 T^gi ftip6uG^ 

Cell @ 65 T Qu uj jjn( 9 j ld . 2 _^fTij 600 TU)rr* Ga& A16i65T [D Cell @ 60 i Column 
(A) giqii) Row (1) @ 60 ) 6001 ^^ @jrflu Lfl®ibG uitG^ @# Cell ip ® 

A1 6 T 60 T f0 Guimr 2_ 600 T LfT afljDg]. @^ 60 ) 60 T £5 Q ^ ffl 61 ) Q flF UJ IL| LD GuHJ| 
@fjL 60 )L Line QabfT 600 iL nfiiDaj^l 6 OfT 60 i Q6iisrfl 6)fl6jflu)L| 

G^ fft IJJ 60 (fj LD . QffUJ 65)abuIl60T Lil 60 T 60 IIT &\& Cell @60 ( 6 L 6019 &60)dfcd>60)6!l 

LD L-fl <5b «5b (ip^lLjLD . 
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[Ex: Type Qaiuu_i(ipi£mii) ] 

Qurrgjieurra Cell 8.43 cm ^ia6\)£65)a3 QaFT655i L^na ^lewiDfB ail® a @ld . 
@£65)65T 6ifl l Type Qffuj ll|ld Text s \60 60§1 Number Qurfl^iT* ^i 65 )iDr 5 ^rr $6 
<Dlg>lDGag) fDfljrrrpj Cell gg ixjitit) rifiuj65>LD<5b«s& G 6 U 655 T(7)ld. 

6JU ui$ LDrr{Drrfliu69)LDuugi ? 

6.4375 amuonif, GiDnjaruli^iu uLajaflso A1 6 i 65 TfD Cell j §60 Type 

QfflU^l(5JB^[T60 , 

(Lpapfp 1 

Mouse (ip65) 65 Tlu rr 60 [Point] A, B srest ro Column a 65 ) 6 nu JlfflagjU) 
6T6O 65)60U U(gj$lliil60 Click QaiU LLjLD (dUT^I *L (Mouse) (y) 65) 651 <]> 
<5fT65T(TaG6U 6U l£6U l£> Qufrjrgj 6U(TIj ID. Q g>rTL IT ff rfllUfT® Mouse ^65T 

Button gg <9i(ipa>g>) 6U655T 655 tld 6 U 60 §j uaau3 GrBiraatf 

0^6x3 ld Gurrgj Cell <$ia60ii) ani^a Clast) gyii 


(jp 65 )fp 2 


X Microsoft Excel - Book2 


||^3 B le View Insert Format Tools Data 



Format Menu @ 60 , Cell &r6 ®t rr) ail l65)6tt65)iu Click QaiuajiTeo Auto fit 
Selection 6T65T[D g!65)655T a L L 65) 6TI Q£rflLU 6U(5 [D . @a ail L65)6n65)lIJ 

iilij(Suj[T£^^^rr6\) a655T65fi ^fT65ifra Q^ffl6i]Qaiu^l©a{§ir> Column gj 65 ) 65 r 
iDp/[j65)ii)^aja Qarrsri (erijU) jga a ll 65)6n65 )lu JlijGiuiTfifla @10 ypetriesnT 
Column |§S65T* u/lau Quffliu Text go Click Qffiu gjei/l l (5u 
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Lil^GajfTalaaGeueffsTSLD. ^eoeoaj (ip® Column @a»65uqu) Q$>\f\ei\ 

Qauu g>i6if]L @ii Lilfj(3iurf^aaG6iJ655i8i£). 



6tuui^ Column Q^rfl6i) Gainsay? 


Column Heading B gg Mouse 
point <gj>60 Click Qaiu^fT60 
^fT65nraG6u Column (ip (if eu §j u> 
Q^ifl6i| Qaiu tuu ul ©6 ifl®ii). 



H Book3 


G U n 60 RoW@ 65 ) 65 I 
Off lu 6u^frj (ffj 2 SI65T tp Row @60 
Click Off lulu (3 6U ansi ® ld . 

Click / 


5)G^6urr60 File<p(ipaj£6in6wuju> 
Qffiu6u^[b@ Column 


X wmm*M - Botfcl 


P5jgs* m ***• P&* f f % ¥m wt 


&_u) Row sl_ id arb^la@u) 
65 ) ID UJ 3 ) 9j1 6V) Click Q a UJ IJJ 
G61J655T @LD 


Click 
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Open 

9!D®65i(B6U Qffui §1 (]Pi9§§| Gffitf§§l 63)6u§$©r5§ File ®65)6ii ^IjDjBSl 
UdlTU U§p) (§, G ID IT) Q ® IT 633T (J3 G6U65)60 Qffllj 6U§jT) 0 GlDII)UI£ £6 L L 63) 61165) UJ 

2_u6wrrrflai&6\)rrt£. File Menu @eo Open ctsst n> ®l L 6 B) 6 n 63 )iu Click 
Offui§ii 60 , 9 © §163)6551 Menu Q§rfluj 6 ii©ii). 


HI 

XI tMmMzm, ■■ | : 


Gicidui^ §1 65)6551 Menu @6\i File g Double Click Qffui 6 U§ 65 T gpsoiB 
^lCD[B§| 0 ® IT 61T 6TT 60 IT ID ^|60 60§J Q ^ ifl 61 | Q ff uj §1 6lfl L ® Open 6T65TID 
® L L 65) 6TT 65) 111 Lfl llj G UJ IT fffl U U § 651 Qp 60 ID CS U) jD U Fileg§ §1 

Q a> ft 6TT 6TT 6\) fT LD . 


Close 

QfflUirjlJ® jtfflOCOujlsD @©£6©ID 9 © File g Clp@61J§!D@ @§§ £ 6 LL 65 ) 6 IT 
a_§ft|^liD§|. File Menu @60 Close 6T65TU65>§§ 0§ifl6ij Qffujui G 6 )J 655 tQid. 
g® ® L L 65) 6TT 63) UJ Apply Qffllj §61jL65T ff>653l65fl § IT 651 IT £6 G 611 @§ § File 
g Save QffUJ UlG61J655T glDIT 6T65T §1 (S®L(§U). 
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Fileg Save Offuiiu (B6U 633T © Q ld esr no it 60 Yes 6T63T p ®l 1 L65)6tT6mui rflaj 
Qffui§i Save Qffuj§i Q&it6tt 6n6orriD. 

File g Save QffujlU G§ 65 ) 6 Uufl 60 65)60QlU63TrDIT60 No 6T65TID & L L 65) 6TT 63) 111 

0§n f lsn Qffui UJ(B61I655T @10 . 

§nj Cl ff UJ 60 TT aB Close ® L L 65) 61T 65) Ul @UI®££] @©§§1760 uf655T®U3 U65)ipUJ 

r^l 65 ) 60 ® © Qff 60 60 Cancel 6 Tott p ®L L65)6n65)UJ lTI rj 6 uj rr a& ld Qffui®. 

»■ 

Save (Ctrl + S ) 

Q© File g Gffu51§§i 65 ) 6 ii§§jaQ® it6tt6tt 6ifl©u)dl65HT60 File Menu @60 
Save 6I65T [D ®l l 65 )6n65)ui Q§ifl6ij Q s ui ujG 6u 655i ®id. 5)60 60 §i Standard 
Toolbar @ gjj err 6 it Save 6T an p Icon g [||]Click Off uj ujG6U 655T ®id . 
< 9 i U G u it §) Q § ifl ui 6ii © id §165)6551 Menu @60 



File Name 6 t®jt p @L§g>l60, File @rrj@rfluj Name g Type Qffuiuj 
G 61 J 6531 g ID . ^1§§1L65T 61 § § File Type 6T65TU§65)65T 0§lfl61J 0fflU§|6lflL® 
Save flb L. L 65) 6TT 65) UI U lil J G Ul IT £$ ® £b G 611 6531 g ID . 

Note 

Fileg Save QffiuqujGuir§i Read-Only Buttong Click Qffui§i Save 

Qffuj^l©§§IT60 |J165T65TIT ^1§§ File @60 LD IT p P LD Off UJ UJ (ip UJ n §|. 
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Save 6T65TJ) ®LL65)STTS5UU£b GlSH @ § §6t| L 65T 2_ [5J ® (0, £b (§ Gl§rf||JJ 6 U (JJ ID 
§j 6iD ssm Menu get) Option sianiD s >u l 6®6 tt 6»in Click Qffin§fT6i) ^(Sip 

&ITLLUULL §16516551 Menu Q§[fllU6U(!|)lli . 


Save Options 


r Always create backup 

File sharing. • 

Password to open: 

Password to modify: 

; r Read-only recommended v j T ■ 'T ;v '' 

. . ... ..%.-..... . 

@nii G® Password gg J§S60a®£gIlG6D[T e\5 soText @(?6\)fr euLprsi<ss6\)rr ld . 

irfeinngii) Password**)® G®l®ld. ^uGurrajj rrfftjaeTT 6ULpfbj^iu 
S\ G &> Password go® Q<s&rr@ <g& a& (S6iiesm (5 ld . Lfl6?n 65 Tfr uf ssot @ld Save 

QfflUlU G6TJ655T (5 lj5 . 

Read only 

Read-only ®l l65)6tt65)uj Click Qatu^j Save , File gg 

Password go® Gl®nr@^§j^ nja&®n id ^j, 6 ffTrr 60 u>rr0rp ld Qffiufj 

Save Q®lu tu^i^Lurr^j. File @60) 

@6inQ65in'(5 File* ^a Save Qauj^j lTIsist smft fffreii®6ri iDfT®(T )/5 65 ) 0 j 
Save Qauj lu6\)[tid . 

Save in 6T65T ro ^L^gjleo 6 T[ 5 £ Directory gj 60 (A Drive/My Documents) 
G®iil®a oil® ii) Lj^lrrffrGfinn* ^fbgj Directory rflei| Q^uj ujCS 6ueout @ ld . 



OK 


Cancel 


r 
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EDIT 


Undo 

g® File ®6D G 6 U 65)60 Offiu^j Gl®rr655Ti#®®®ii> Gungi g® ®l L65)6TT65)iu 
^sufDfT® j^iuaalesifrGeoiT ^6\3eo§j ^fTjQffiu6t>(T® Delete (E u nr ot jd 

® L L 65) 6TT 65) LU ® LU ® 65T fT G 60 IT &_ L 65T1$ LU fT ® ^£[0® (jp[6^1lU 1^65)60®® 

Qffeoeu^no® Undo 6T65TJD ®L L65)6TT65)tU j§LU®® G6U 655T (glD . 


Gun'll 6T[b 5 ) 66u65)6\)65) lu Qi^iu aTlpGa^ir 
Repeat ®l L65)6n Qffiu lljijd . 

Ex: 

g® j§j60®®5)65)^ TypeQaiu^i Erase Q®iugll®®gjfreo u?655t®ld Undo 

® L. L 65)6TT (Lp 60 LD U 65) Lp LU [if! 65) 60 ® ® Q ® fT 655T g 611J €0 IT LD . Llf 655T @ LD Redo 
®L L65)6TT65)LU J1IJ G LU fT flfl £ £ fT 60 Erase QfflUlUUULL J#65)60®® tif 650T © LD 
Q <9= 65T p 6lfl@LD . 

Cut 

j§5® ®L L 65) 6TT 65) LU U ULU65I U® £ §16U0j65T (Lp60lD 6J pi ® 65T G 6U TypeQfflligj 
6lfll_LU$65)£ G 6uG IT) fT ft ®L^^lfD® ®LL0 ID IT JD fl) 60 fT LD . 

Ex 

ARUL KUMAR JESU 

1. Arul 6T65TED Cell Q^rfl6i] Gaiu®. 

2. Edit Menu @6D Cut 6T65tfT) ®L L65)6TT65)LU Lfl(jGLU[Tfl£l® ®. 

3. Arul 6iip*(Ssi!655i lu Cell gg Q^fflevj Q®iu gj Edit Menu ® 60 Paste 

6T65T fD ®LL65)6TT65)LU LflfjGLUfTfl^l® ®®. 

Gobi 

gj®®LL65)6TT65)LUU dl \J G LU IT fifl U U £ 65T (Lp6\)LD 6TLD®®® G $ 65) 6UIU fT 65T g 651 65)® 
Ilf 655 T 0 ID Type QfflU UJ (T LD 60 G 6U fffl L &> ^16\) QffLU^J Q ® fT 6TT 6T16V) (T ID . 

* g® Q <5FfT 6\) 65) 6D ^]6D6D§1 Formula 65) 6U g® (Lp 65) p) Copy Gl^lU^fTW 
6T^^65)65T (1^65)® 6lfl ® ID lil 65T fT 6£] ID ufeSSlglD Llf 655T © LD lilljgfl 0 0 UJ gj 

Q®fT6TT 6n6D(TLD . __ 
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Repeat 

Undo ® L L 65) 6TT 60) LU @LU®@LD 
^I^fD® 6T^lfJfT65T G 6U 65) 60 65) LU 
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Paste 

$L @§60 <9160 60§| Lilrf^l Q<Taj §60 CT65T <9165)y>ft ftU uglD . Cut < 91606 Ogjj 
Copy Glftai§6UfD 65)jD (gjfrflu lDll @L0jgflnD(§ ufsom(gir> Q&rrsttngeufj Paste 
GI65TfD ft L L65)6TT69)UJ J1 fj G LU IT d£\ ft ft (S 61i 655T © lf> . 


Paste Special 

Paste £_uj Paste Special 

QaBiTSMi i£©jB a^n g^ILD surf 6551 

Special gj a_u(SiufT^Li u^i 


sl_ld 9 G ij 6 ifl § id it 65i Q£rrLp r lfi)LinrL65)La 
u l fd ft 65) 6tt Qffiiitiju) G u n gy Paste 

fffrsoeijii Paste Special gpsou5 


Jlrafl G) # IU flj IT 60 fti (?) 3j 60 IT 65T 611 IT 61551 Q ^ ftfl 61j 61T 65) 6N Gl U 11) IT)J ft 


QftIT6Ti 6 TT 60 rrU). 


{gfrflUL|: CSLDfDflFiafDUULL ftL L 65) 6TT ft 65) 6IT J) \J 6 UJ IT a£) U U £ fT) (g ai$IT6Ug>j Cut, 

Copy, Paste. Qa=iu6u^frj G0j65)6uajfT65i U(gjg)l 65 )aj Qa^ifleij Gltfiugj 

Lfl65T6ffTfr Mouse @65i Right Button gg Click Osaift. ^ljGljft^ 9 ® 
65) 63M Menu Q^nflaj eu^ 5 ld . 


X mrnrnm %mrn • Bo#4l 


£& “$£** jsswt' J|| 



|*** ’ ^ » / (t;j:P 



Menu gju uaj65Tu@£^l (ip§ 6 \fl 60 Cut Qftajgy OfibrrerrensortLD. 

Lfl65T65rrr Gffj 65) 6UUJfT65T @L£B65)gi Q rfl 61 | QfflU^J GlDfl) ftifTJU LIL L (Ip 65 ) jD nil 65)651 

Qftajfrju(3§$} Paste Qffiugy Qarrsnsnsorni. 
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Fill rjmxn® 

Down * ■ ■>** 

Edit Menu @60 Fill (r^lrju Jl) 6 Tsrn no §]65)655i 
Menu @60 Down 6T65 tid ftL l65)6tt65)uj^ 

Q^[fl6yQffLLi LflfjGajrTa£l§£rT60 G§ m 60luit 65i ” 

Slid (Cell) (ip (Lg su an 5 , 14 id tflgui/la flp| 

Q . • 

5B !T 6TT 6TT 6V) IT LD • 




»' .*.m cum <>*•** p ■ * «.-■ • % 1 

.*** $/ u » » 


I i fc 




£J fe* >> w | 


j$>v«, 'V ':■■ •t’fv ?’<*SSk** 


v .'.1. .ov>*' v. *.>!*x** .■ . 


vicov/v 


« ft 1 n ****** ■ 

6 IUU 19 jtfjjuMOisi? #W( ^ , *». 

(ip ft 6\f) 60 Column @65T ap ft 60 (Top) Cell ****»• — 

@60 Type QftlULL|fbjft6TT , UI65T 651 FT [51JU U | 

G 611 6551 IU Cell ft6lf 6160 60 IT 611 [T) 651 fT) U_j LX) 

Qa&fflei) Qftiu§|6)riL®, 

^ Pjjj -►Down 6T65ifD ft L L 65) 6TT 65) UJ l/1 [J G IU IT ft ID 

QftUJ LLJIEJ ft 6TT . 

Down afip G^fiftfifl ldlI@ld r^lrruiil Qa= 60 ^jio. 

Fx* I A 1 B J 



Gioro ftlfDU ULL (jp65)IDU-fl 60 6U60^J UftftLD G[B!Tftflf! j^l IJ U iJl ^ Qff60g^]l£». 

He . 

Gionp 8ft JDU UL L. (Ip 65) [D ail 60 GlD 60 G|&fTftfl^ f^ljULilft QffeOgJllD. 

Left 

GlOIDftlfDUULL (ip 65) IB ail 60 @L§j UftftlO G( 5 [Tftfi£] Qft 6 Og^|L 0 

Series 

GlOfDUl^ ftL L 65 ) 6 n 65 )aj^ Q^ffl6y QffUJ U_|l6 Gu[T§J ftlT6551U U®LD §165)6551 
Menu @60, 


A- £s**< 

r &kM*u 


r 

(si 


l-nf* 

yr«» 

r ar««h 

c ^ 

C 


Os^il 


:^ 5 > 35 J 
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QsjiTLfT ^ <5^1 UJ IT 65T LD FT FT) [D FBJ a65)6 TT 6?(D U (§£&£)) ILI 6 U 655T 655TLD Fffl IJ U U 6V) FT LD . 

(^£'u6ugii 1/3/1999 6T6?5T 2 jj (tp6\3 Cell @6\) Type Glffiu^l^iB^fTeo, 

s\Q$>tb®?>tb Cell asrflo) 2/3/1999, 3/3/1999,4/3/1999. srestp 

Qff6\) 6XD so mo .) 


Series 6? 65i ft) §\ 65) 6wi Menu @ so , 

1) Series in 6T65i(T) aL l6 ?nar liJI e\3 6 urfl 65 )ffturra (Row), ^6x3 60 §j f^lfj6orr® 

(Column) r£fci&6iT r^ljuu ^rriDFresflai^ (ip 65) fd nil 65) 65 ? Qauj^eo 

66116551 ®ii. 

2) Typ e 6T65T ft) aL L65)6TTidl6D, Linear, Growth, Date, Auto Fill 6 T 65 ijD 
^l afl6\3 6Tr6^ (ip65)nou_flso Type Qauiiu gj^aafljrfffaeri 6 T 60 TU 65 )^ 

gflf LDFT65fl^ 3)60 66U 655T (j)LD . 


3) Date unit 6T65T np aLL65)6rrnf)60, Day, Week Day, Month, Year eurrest jb 
@ l fbj a 6rfl 60 $65Tnfl65)65T Q^[fl6i| Q<jlu§] lUfj Cujrrfi£la a (o 6 U 655 T @ld . 

Ex 1/3/1972 6i65Tp Cell @eo Type Q^iu^jeiflL® Series §g 
Column ffT65Tp Q^rflei] Qaiuiu6ijLD. Type go Date stsst gy Q^rfl6i| QaLuiu6ijLD. 
i_TI65i 65 Tft Date unit 6i65Trn jgjL^gileo, Month si 65 Tu 65 )^ Q^rfl6i] Q<sflu^| 
OK Qffiu^freo, 

1/3/1972 

2/3/1972 

3/3/1972. 

4/3/1972 st 65Tn) (ip65)nouilso iDrr^reja6ri (Month) ^i^laffl^^i Qff 60 6£ju3. 



1,2 6T65T @© 


Cell a6ifl6U 


Type Qauj^ 


il) 65T 65T IT , 



*- A1 
^ A2 


S> © Cell a65)6 ttli_| u) Q^ifl6i] Qaiu §] @gy^l Cell @ 65 ? 6a6D§jua a 
yp 65) 60 uil 6x3 Mouse (ip 65) 651 UJ rr 60 ^l(Lp^§JLD6ufT§J + 6 T 65 T jD 65) L LU FT 6TT LD 
Q^rfllU6U©LD . @£65)651 Q £ FT L FT £ £| G 6U 655T 1$ UJ U (£ sfl 6)J 65) IJ IT>aFT£3jl Qa6Da. 
1, 2, 3, 4..:... 6T65TP r^lrjruLf) Qs= 6D(pii. 
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Clear 

Edit Menu @60 Clear siotid aL L65)6TT65nuii uiu65iu©ai$l 9© Cell 
@60 60 60§1 Sheet @60 2 _eri en Formula aeinen ldpd au ld Function 

a 65 ) 6 n nfa^a Qair6ir6 tt eorT ld. (Erase Qffuip Qaa6 ttstt 60 a ld.) 

Clear Button, Delete Button ©ijann ®ii afldLg^dL ©Gij ld a rfl uj a 6 or 
Off LU60 U(T® *61060 ^65)(De60!Bp^6in!D65I GLIIT60 0 3 )iflIB &> a§1110 <91U U65)Lllil60 
^|^69T OffOJ(DUIT©*6Tfl60 (o 611 p UII © a 611 2—611(31651. 

Ex 

8634 emp ©©Cell @60 Type Oaulp .SH^snesT Delete <91 so so p Clear 

aL L6516TT (JP60LD ,91 [jfl<5 ff)IT 60 (Erase) G 60pUITL 1965)651 ,91 60 5> IT65fl S> * 

(Lpipiurrp. 9 i 65 Tff 60 8634 aenip Type Qffuip $ aLL65)6n auni (,) 

aLL65)6TI ^j,£^llU6Uir)65)rD 60 ip *16^651 IT 60 $ 8,634 6T65TJD 6 OI 96 OLO Q ^ ifl UJ 611 © ID . 

(B ld jd ffniDii ul l $ 8,634 6165TID 601^60^65)^ Delete Key ggu uiueinu©^^ 
^irgjlio 5)iB£6 Cell @60 60196 OLD iDirnoirp. ufsrei ©ld (B 6 o(SiDiTir 

@6oaaff)6inff) Type Gl ff uj a so 6 ui $60 3) 65)g) ,9i[B2> ©rtfluiiluL Cell 

Quid p6ifl©LD. @p Gump ^Iaa60a65)6n ^iriiupp© Edit Menu @60 
Clear ctsst p adL 6 K 6 TT 65 )iu Gladfleij Glauip All 6T65Tno paoessi ad imeri taoiu 
Click Off ui^ it 60 (tp(ip ]jL 60 ipa 65i a a 65i 6n ll| ld i^aaFla Oa(T6if stt60itid. 
Formates 6 T 65 Tp adL6n6Ti65)LU Offiu 60 u©^^165iit 60 Formulla &® 06 n 

LDd ©LD [^aa^l 6lfl©LD. 
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Delete 

(oldid u^ &l l 65)err65 )uj EditMenu @60 <^60 60 §i Keyboard @60 

U UJ 65T U ® fj) gj 6U 0 j 65T (lp 60 LD Cell @60 Q 611 6ffl £ Q 3 , [f \ILj [£) @ 60 fib S> fBJ & 65 ) 6TI 

Text *65)6n (Erase) Qairfliffrairri. Formulla 

®a)«i6iuii 6\)sogj Cell QfftufDULSiQafr^^©*®^ 

Function a an sn 6 uj rr ® ® Qp « iu <r g. g * *l l «»«n ® iuu 
uiusnug^gisu^nj© (ipcw swif (2 ffi 65) 6u iu it 65t utg^laDw GUrflfiiiQiFujai 

& (T L L (o 61J 6551 ® LD . 



* Shift ce Hs left ctotid ® l l an <>tt «n uj £ Q $ ifl oj Q a iu §i OK 
Qffiii cu^®(ipcoiD @©a ©uj Cell gg Erase Q^uig, Q SII6B j S 

©Lgiuaauj (SjBirarfl Cell ^iranr* @lid iDirirfls Qairsri (®uj. 

* Shift cells up 6T65T no ®l l«D 6 t 161 duj$ Q^ifls^Q^uj OK Glffuj ai^aii 

OPWiD @©a®u> Cell gg Erase Q£fili§i Qairaui® Gldso (SfBrraba^l 
Cell 5 it anna @lid umtjt})® Q a a srr (gij ld . 

<7 

* Entire Row crafijD ®l Lssxmammj uiusif u@$8iaj$aTQpsoiD 

Offiu^l©a@ii Cell g> p @ rfl uj Row «D6ii (Erase) 

Q®T6ii sn 60 rr ld . 

v EntireColumn stott p ®l La&enaouj uujffiiu®ai§| su$ 6 htqp 6 Uld Q^[fl 6 i| 

Qff uj afl©® (gii Cell gSrrjtgrfluj Column gg ^ipl^gi® (Erase) 
GlfclTStT 6TI60fTU) . 
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Delete Sheet 

9 0 Sheet gg (tp^euajiiou® ua)pj © (@60 60 rTU >60 

(B LD pO U 1$ ®LL65)6TT65)U_IU UUJ65T U®3> 5 ) G 611655T ® LD . 


Offiu 6Ufl5pD @) 


1TJLU T V V' ,T _ 

90 Sheet @60 (Bgu© r>so QffiugjGarressT£B(g ld Q urr^j @frflu lT!u u 

Sheet gg < 9 J 3 ) 65 T (Lp 65 T 65 T IT 60 <S)J60 60§j lil 65T 65T fT 60 Q®[T655T®6llf5§l 65)611*® 

6lfl 0 LD lil 65T fT 60 (oLDpLIL^ ® L L 65) 6TT 65) UJ U U UJ 65T L! ® 5) g> (S 6116501 © LD . 

(Edit Menu -► Move Copy) 

Find 

(Stop Ul^ ®LL 65 ) 6 TT 65 )UJU U LU65T U®£$65T (tp6l)U) Sheet @60 @©*@10 

5 ® 6 ii 6 v) Q£F>n©U i_fl6\) ©jiflu lJIl l Text g) s\soeo§\ Number gj 
G^l^®®655T(BLill^®®60m£). Find Next ®LL65)6TT (ipeoif) £l®££ ®LL$65)££ 
(o^L60rru). 

Clop *ipu ULL ®LL65)6TT65)UJ 6 T 6 ll 6 U[Tp LIIU65T U® £ gj rf) G p fT ID 6165T U $ G 60 G UJ 
^|^65T U UJ65T U fT® 0) fid IL| 61T 6 TT §|. 

2 --LD : 

9 0 Communication i^l gu en 65T S 3 t__ rfi sid ld iu it 6 n d 9 6 ii Q 6 U rr (5 rb rr ( 6 tj, ld 

<9i65)L£® * U U®LD Q^IT65)60(Sua f l ^ 65) Lp U L| ® S> 6lfl 65T @ 60 £B 3> UU ® 65) 6TT U_| U) 

^i^g)i 65 )LUJ U 655T^^165T Qu pu>65) ujil|id . Excel Sheet @60 U^llBSl 

65)611® fT) fT FT . 

id! 65 T 65 Tfi iou^ (ip 19 . 6 iTI so ^65i§] ®655i65fla|L65T, Company (Telecom, Lanka 
Bell) @ 65 TfT60 6ULpiBJ ®U U®LD rflL 65)L65)UJU-|ID 9 ^ §|U UtTU U U^65I ^6010 

Ll^luJULILfT^ (65T®655T65f!) Bill ®65)6TULjU), ©65)p61JU® ^6060®J 

®i® ^60U ® ®L L655TLD ^peiflLlJULL Bill ® 65)6nU_jl£) Q^ffllj^l Q®rT6TT (ilpniT. 

1 

6TLJ Ul£ @UJ® ©61JgJ? ______ 


immo 


2 i 

. % ' X*- ■■■» «• « 

1 I 6>3SC?4B 


M HO?*) 


ii. 


*6 PJ 
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7 j 

8 1 60606) 
f! ?0S*-9 

lb 1 3:610 


n ifj 
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Gu)fD*ijDuuLL dpsojDuilaj a. emn ssfl oil so u^l«] Qaoj luu ul 19(515 $ 

6 T 60 60 nr 0) (J 61| s> 65) 6TT ILj LD Q S LU IL| fBJ S> 6TT . 

ifl 6JTT 63T IT 

Edit Menu @so Find stssj p ad L65)sii65)in$ Q^iflaj Qaiu iqir. 6 urr§j 
6 it 65T s g)j ud 65) 655i Menu § 60 , 



Search 61651 ID @L$^leo By Colums eiesip ®l t_ od en<aoiuiq 10 , Look in 
6I65ifD @L $^)60 Values CT65T U^6S>65IUJID Q£lfl 61 | Qfflljgl 6lfld@, 

Company @ 65 iir 60 aiiprejauudL rfld 65 )Lidl 60 arr655iu u@u) @6iiQ6iur© 

Q 5 h65)60 (Surf) @60aa^^i65)65ioju), Find what crsrfrp ©L^^leo Type 

Qffiiigi Find Next 6i65iip ad Lai)6n65)iiiu lilijCojurfla a 660 6551 gii. ^ijjj 

@60aania6ii a6mn65fluil 60 u^loniud id©| 5 $ii 60 Qeueitenen r^lnj Box @60 

agi^^, «(ig$a 06 U Q^rf)iu 6 u®ic. ^luGungi adL 655 i$ 55)51416 aifluiUT^gia 
Q <3b rr 6TT CTT 60 rr LD . 

<91JB £ Q £ ir 65) a) (S u rfl @60aau> u^ltuu ULrrafl©^ ^irso ul$£ 160 
®fTL LU UL LOJfTrpj 


Microsoft Excel 


Microsoft Excel cannot find the data you're searching for. If you are certain 
the data exists in the current sheet, check what you typed and try again. 



@60 65)60 61651JD message Q$lflLU6U®U). 
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View 


Normal 

View Menu @60 Normal 6i65in) adL65)6n65)6niuii iJlijGiniirflu u^65i 
(y)60iii 6ULp65)ioa@ toiTnjnab <9)65)U>i5^l©rf(gu) uaaiEija65)6n euip65 )ldlu n651 
iBl 65 ) 60 a@a Qa 5655 i® eujsoiriD. at£nsugi Page Break Preview eiesinp 

ad L65)61165)III QfflUn}u6^^)ldl(5J6^ni60, <g)|g>65)651 uf 6531 (3LD 60ip65)IDUJIT651 

[# 65 ) 60 a@ Qa 5655 i@ 60 !i Normal etesi n) ad L65)6ti65)uj Click Qaiuui 

G 6U fflTOT © LD . 

Page Break Preview 

View Menu § 60 Page Break Preview 6T65f id ® l l 65 ) 6TT 65) uj U 
iilijGujfTa^uu^ 63 T (tg6 \)ld, Type QffiuiuuuLL gjfj&]&6rr 6 T 60 60 itu) Sheet 

§60 6\ 5)5) 65) 65\ U ® S> fBJ fib (© fib (5> 2_ L U L ® 6TT 6TT 6T65I U65)$ Q £ 6rfl 60 IT & £ 

Q f&fT 6TT 6TT60ITLD . £H££|L65T [5 L 60flb 65) S 8 ID JD Q*U «W @ ^ 

6T60 65)60 6U65)[T $ 60 j^lfD SafT^L®® ® [T 6551 l-flfB @ LD . 


Tool bars 

(BLCrrjui^ &LL65)6TT QP 60 LD 8flj65)60UJ[T 65T 

Tool bar a 65) 6tr Q&[T 655i®60[j'60fTLi). 

^ rr 60 Drawing Tool bar § 65) 65T 
6J[DU(B^£5 860 6551 (BiofTiiileuT View Menu 
§60 & IT 655T li U ® LD Tool bars 6T 65T JD 

&l l 65)60 65 ) iu Click QffliigJ 6 a 

fibfT 6551 u u0 id Drawing § 65) 65i Q^ffl 614 
Q LU £ 60 8 60 655T ® ID . Q U IT §] 60 IT & 

Fromatting Tool bar, Standard Tool Bar 
6 T 65 TU 65 T Screen §60 Qajiflw 60 © id, 

60 Lp 65) LD & (3) LDfT JD IT 3> ^JB Tool bar Si 6TT 

Qg>ifliu 60 jaflso 65)60 6T65fl65T View Menu 
§P6TT6TT Toolbar §60 Standard, For¬ 
matting 6T65TL13)65)65T Q^ffieTJ Q3lU3j60 
8 60 655T @ ID . 


($c« twwrt r*t** 

IIm: 


%*&, fjpM'Wnfo* 
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vSf’yjrt* > 
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Formula bar 

<fll$65)£u uiuOTug^^l Cell geo QtfiufDLJ®££ULj®u) Function 
a®D 6 n urr it 65) 6 uuil l so(TLD, 2 ~-ld; Cell A2, Cell B2 Qu®a rfluj]® t, ^ueo 
Formula bar @ 6 \) = A2*B2 6T65T Q^ffluj 6 u®ld. If Condi¬ 

tion §g Qauj 60 u®£^ufl®jB£rT 60 , =If(A2>200, “Yes”, “No”) § 15 $ 

6U6?na uj rr65T Formula & 6 tt Q^rfl lu 6 if([ 5 u5 . @J£ 65 ) 65 tu uuj 65 t ug^af) 6T Qg 35 I uj '■ 
Formula rfltua& t 63Tail ld aiL urfLan^gja Qarrerisneorrii). 

Status bar 

QurTgjjeurra a^ijuM ug^luJlfio a>n<mu u®ld . Cell gjso 

Q LD f7) Q a fT 6551 L fBL 61 il^® 65)aa65)6TI UjDfffl 6T(jg^gj (jp6\)LD eiflffTTaaiD ^ fBJ (o 
arr653IU U® LD . 

Comments 

®© Cell @60 {gj Jlfl U l_f) L L 6lfl U [J Raj a 65) 6TF 6T (Ig g>| 60 3 j f|j ® UgfleOfTa ^|S) 65 ) 63 T 
id65)jd$§i 6T(ig$ (iprij u®ld Gurrgj Comments srerifD ad l 65 ) 6 ti 6 D)luu 
dlfrGujrraflaaeoiTij). ®frjlu J)ll Cell @65)651 Q^rflaj Qauj^ dleuTeoirr View 
Menu @ 6 \) Comments sst ro aL(_65)6TT65)UJ8) Qgjrfl^ Qaiu^freo 9 ® 
gj 65) 6531 Menu Q^rfliu 6 u®ld. 




Reviewing 


Ananthan: 

He is a clever boy 
he has a girl friend 


§J 65) 635t Menu @60 Type Q^luilju) 6urraafltijfbia6iT &t go so au> 

Q^ifliu6u©m. @jBr 5 Laji 9 aaDaixil 6 ST iil6sieoirr Cell @6iii Guxai siileifluiqu 
u@$l {flnjuLj j^lir) ^)6»)Lujrr6miflL.@ a it am lH a ©id. Mouse (ip an an 6B uj 
Cell @|D © <si©6a Gi®uewsi (5 Qaiw gjiicGuir§i 4 »ff Cell, Comments 

28 Qsufflfluu®j$a arr655iiila@iD. 
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Full Screen Preview 

Full Screen Preview 6i6ui no aL L65)6TT65)iuu dlijGujTa^a^iDGurrg)] 

L6U 65)6551 uil so Menu bar ^h|id, ^fjei|a&6ff)6TTLqLD QafT655iL. 9 ® aiulrfl 
(View) Q£rflin6u ®id ^£&§iL65i aiLGeu Close Full Screen 6T65TfD 
a L L 65 ) 6TT uj id Q £ in uj 6u ® LD . Full Screen Preview £1 o> u> u l| 
(B£65)6uuJ16\) 65 ) 60 Quj 65 fl 65 T Close Full Screen 6T65T fD aL65)6n65)UJ LflrrGujfraiD 

QffUJ £60 G>6U6551 ®LD . 

Zoom 

96)j Gl6UT®6U®LD £LD£J 605^1 a®$ U a a £ ^165) 65T rfljrflfi&ITarfl ^|6060gJ 
Quffl^fiaal UUJ65T u®£ §]60£n) ® @aaLL65)6TT &_ £ 6i\ al [D SI • 
6Ul^6UIBja65)6n $fDU®££lLB(oLI[T£j <^£651 6T60 65)6DU U®^a65)ffH £j 60 6\J1 UJ ID IT a 
^ntfleuajfT) @ £ 65) 6311 j Q LI ifl £ FT a aft LllU65i U®£ £16UfT(Ta6IT . 
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Insert _ 

9(5 <£JLL6065)655l65)lUgi ^lUITrfla^lDGLIfTg] Cell 9 6m 63) ID 

GiD60g!laiDnra 6jrou®^^ afl©iDLfleffTfreu Insert Menu @60 Cell 6T65T $ 

a L L 65) 6TT 65) IU U Lfl IJ G LU IT ail & a 60 fT III. 

Rows 

9(5 L L 61J 65) 6551 65) ILI 3) ^LUfTlflfi&^tcGufTgl ROW @ 651 65)0) 

GiD60a£laLDrra 6ifl©LDLf)65irr60 Insert Menu ®60 Row 61651$ 

&LL65)6TT65)UJLj Lfl IJ (B LU n 6^1 LJ U^65T (Lp60lD @© ROW 65) 611 G ID 60 gfl LD IT a 
6JJD Ug^fl&60fTlb. 

Columns 

9© Spiral L L 60 65) 6551 65) ill 6f> $> UJ ft ffl £ © ID G U IT £| Column @65T65)$ 

GiDeo^laiDira <jidu®2)£ 6ifl©iD lilesnreo Insert Menu @60 Column 6T65i$ 

®LL65)6TT65)WU JlljG LUITfltf U U$65T (tp60LD @© Column $65)£ G ID 60 ^1 * ID IT a 
g$u@g&j560rriD. 

Work sheet 

9© sheet gg s_Lp©££ 6ifi©u)iJl65TfT6U Insert Sheet 61651$ aLLesm 

65)liJLJ JljGuj[Tilaa60lTlD . 

Name 

9© Cell @$© 60 60 gjj u 60 Cell @$© QuujrflL 6ifl©iDiil65rrr60, 

Insert —►Name —► Define 

6T65T$ (y) 65) $ U_fl 60 Qd)lflo| QfflU 8 > 

^uGufrgjj G^rresTipiD gj65)6551 Menu 
@60 Qulu65)ij Type Q^ni^iOK 

6T65T$ a L L 65) 6TT 65) LU U lTI IJ (B LU TT a ID 

Q^iua. lD65t65Ttt s\ir Cell g> Q^rflaj 
Q^iu iqiDGurrgi s\& Cell 6utp 6m ld 
U- i it a Column @ 65 ) 65 tu_|id Row 

@ 65) 65T IL| LD @ 65) 655Tg,©| 60 Ip a) © ID 

Quujrfl6B)6 bt g& QftfflimjuQa^ngi, nj Lfua^lm Quiinflsmssr^ Q$ifliuiju(3$g|ir>. 
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Picture 


AuloShapes E5 


Insert Menu @60 Picture si65T(D ®li_6J>6it6!Diu$ Qaiugi 

5!65)^4 sLlLsnenujirraiClip Art6i65in3 a.L Lsnsnsniug, Qpiflcq Qaiiigi 

r^r&j a6IT 6lfl (f§ LD lSI UJ ULreja65)61T S_LL|@^^60ftLD- 


Comment 


^ From File... 

AutoShapes 
Organization Chart 
•4J Word Art... 

§? From Scfhner 


Map... 

Object... 

Hyperlink.., Ctrh-K 


Autoshaps . 

Insert Menu @60 Auto Shapes si eai no §| 65 ) 6 im® ®LL65i6ii6iDaj Q^rfien Uffiug) 

aSlqjicdliu gffiasinGsu sui^sussncaabijuLL su^surejasBsn Q^iflsi) Off winsome. 
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Map 

<91L L 61169) 699T 69) UJ 3> $IUrrffl$ §j6TT 6lfrf *6TT ^|6lj ^|L L6H 65) 6551 llfl60 
6ti & U U L ID <916\36D§J JB T (3 ® fflfl 63T U L ft) 6b 69) 6TT 2_LL|(g^^ flfl © W til 69T fT 60 , 

Insert Menu §60 MapsTeaTfD &ll.69)6ti69)lu& Click Q^nj^j G ^ eu uj fr «fr 

ULS565)^ QffLU£60 GsUSWiglO. 


i?** h %% r*ac« 

feaMfij «r*!£» ckhfeyau MM»d -SateilsNt 
W to$r* i>3 


|Djr<3p* 

W?W ( ' A 


rv h< 






^uGurrgj g® £|63)6 tot Menu geeip Q^rfltu ld §££ 169 ) 699 ? Menu 

@6\) S — 6T7 6TT £J69)699T<9> fi&L L 69) 6TT fib 69) 6TT U U UJ 65T U (J £ gfl 


X Microsoft Excel - Microsoft Map in Book! 


P 0 e View insert Tools Map Window Help 


>t r> 


a \*\ • 


■■VV.VSVVI Yrt. AVrtw'Vw.W 


81% 
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World Countries 


Cancel 


Create labels from ^ 

I . Map feature names 
(• Values from?! I; 


Column C 
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Map § 69)691 /rr Qfriu£ \J\mm i ul£$1id@ QeuerflGiu Click GffW£(T60 
^[T 69 irr® £ Excel Sheet §fD@ Qff69ij2J6ifl®u). 


9(5 £l[6l| s\l- L 6U 69) 699Ulfl 69) 69T Map SL.£6)J1 Q®IT695ig U IT IT 69) 6U till (Jj 6U gl 

6T6U 6UfTgJl 6T691 UfTITU GuiT 10 . 

8 ? U> 6U©lDrrp £1^61] L6U 69)695169) UJ £IUITIT QffUJ®. 


1; i Country 
I . America 
3 Canada 
IIUK 
id India 


Export 

5000 

8000 

4000 

7000 


Show Value 6 ianuan <5 Q^rfl6i| Qfftugi ami©®. lilanestii a_6uauuL^^laii 
(Sld so Mouse (ipanananiua QaiTarai© Q3= so ld(2lj rr5lilL&jsnsjnafl60 
Anjou ul l [bit©®©® ® 6ic660 ^1^651 Value Qf 5 rfliu 6 iJ©ir>. ^9060iuir® 
^ijj g } Value ai6U6if]i_£$6\) (S^aneuiuiTiiilan Doubleclick Qffuiji $pj&3>l® 
Glair 6 tt a. 


Lflarr «rrii $ij6i|a&Q£[r@^l6J>uj Qffiup Insert Menu @6\5 Map 

6T65TJD a L L SI) 6TT6® UJ S> Q^lflSlj QfflU®. <9|U GuiT$| C>8j6!ST piJ) §|65)6irai 

Menu @60 Lable (aLi_6J)6ir X) sisbt nj ®l L6®6tT6S>uj£ Qgbifl6ij 

Qffiu iijib(Suirp Gg&rrsui gyiD gj65)6®n Menu @ 60 , 


Map Labels 
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Exercise 

&655f)6& 0?IT61|&6rf 

^iraj 9 fin 6 t) id Q<r ixj eo u@$ «u ^ id © jb it ui urn) yp 69 ) p a an sn 
l!169t up p^lGpiruj. <9i6upp6ri <5iLibi@iD rfla) (y> 69 )pa 69 ) 6 nu upirjl pnuj 

2- & IT J 6591161 a sri yp60U) 6lfl6ni6j6^l®QaiT6tiG6UIIlD. 


* Excel work book @60 a_siim Cell @60 pL^a 69 )a (Sid id Glair sri 
6 u^iij(g (jpa >60 = si65i(D © jrfiiif l69)l Type Qaihpeu G 6 ii 699 T(TjiD. 

~ 9© Cell J 3 QaDiflsi] Qauj il|idG unp @yL 69 )Lp pipuum Black 
Colour Glair 699 il (ip6mrrjuJlso si& Cell Glpifluj6u©u5. @p aiirari 
O^iflsrj j^)6»so. [sj^rrsup 9 © Cell @s« Type Qauj3?l©a@iD(Bu[Tp, 
Cell (§®ri 6i/l sifl id L| a sri 9 p 6m rp <s& Gair® (§uir 65 ip ^i 69 )LDLi i_fl so 

Glpif][JJ61l®U) @p Q$lfl|#69)60 ^|6U60] 


9 ® Cell @so Type Qaiup (ipm^^Lflsat ixfaroi ©id ^ 1 # Cell 
igjisrisn Text g a>l©ppiD Glaujiu Gsiisnui 1910 G^snsaGiupui^siiT 
<Slff Cell ©sri a_6ri 6 sir Cursor g Glair 699 i@ Qffs0 6U Gsusmii @u5. 
<9i$!D@ F 2 st65tid Function Key ffi ^(Lppafla Q a so so iso it id. ^erisop 
Formula Bar @ so Cursor gg Click Glauip £l©ppu) QaiuiusoiriD. 


*nL L60 


9© 6Ufflfl& ffsiL l sorr ilHot , 


9 © Cell @so, = 8+3 6T65i p Type Glauip Enter Key gg , 91 ®$$ shit so 

6 tfl 69 ) L Q 8 > [fl UJ 611 © ID . 


SUM 


= 8+3 


3 I 


S. A. GNANESWARAN, QUICK TEC ACADEMY 385, 2/9 GALLE ROAD, COLOMBO-06 T P 50431I 


&xxel ‘97 


© 


(Lp \JVJ iJJ 

9 0 Cell geo (A 1 61 651 ID Cell geo) 8 iqu> gesi Gesio© Cell geo (B1 
eiffifffD Cell g 60) 3 n|io Type Q#iu&. 

LFI 65 T 65 TIT Cl 6T 65T 05 Cell g 65) 651 Q ^ rfl 61 ( QfflUgJ 

(ip ff) 6\fl 60 = 6T63T jD © pfl Ilf L 65) L Type Q ff UJ LLj lh\ & 6TT lil 65T ®ST ft 8 6T65TfD 

g60<£3>f&5)l[D© S-rfluJ Cell gg Mouse (Ip 65) 65T LUO 60 *OL®ff)j&6fi ^60 60gj 
A1 eierip Type G*iu \x\ti a>6ii. ^®$$$oa> + a or id ©oMl65)l Type 

QffUjLiJfda6fT iTl 65 T 6510 3 616510 ) g 60 *& Cell gg Mouse (Ip 65 ) 651 UJ 0 60 

& 0 Li®fai* 6 n ^60 60 gj B1 6i65ip Type Gffujg] Enter Key gg ^(Lg^girEiaeir. 

6lfl 65) L Q^rfluJ6U©U) . 


.w»»w*V-Vv..'» vn.i'A'Mt.-t. ..>.-.v>JncAiW^^.v.'-X. 


SUM 


2 I 


8 > • 


jjjf x sj g I =A1 +B1. 


6 C I D 

IriMt ...‘““““““TT 

3;=A1 +B1 


(ip 65) 0) j 

A1,B1,C1 6 T 60 T fD Cell * 65 )err Qgjrfleij Qffuj gj lJI 6ut 65T(T Formatting Tool 
bar gg)ierr err (3.) Auto Sum 6I65T0) * l l 65) 6n 65) uj Click G * tu in eif! 65) l 

Q£ffllU6U©lD. 

Note: 

QP 65) fD 1 g 65) 651 UIU65T U®^ ^16)J^l60 UOU*®, (ip65)0) 2, (ip65)n) 3, ^,^lui 
61 J[D 65) 0) UUJ65T U® j §160§j fffT606)flO 9^(313 ^^ff• (Lp65)fD 2, (Ip 65) fD 3 
Formulla flb65)6Tl U6S)LUJ!T® QfibU6551 ®6TT 6TT^IT60 Copy, Paste Qtfuigl 

Q^5LIT[5g| SftLl^a G*56TT 61160010 . 


Qu©** 60 (*) 61651 fD *655fl^ ©|rflurL65)L UUJ651U® ^ §J60§] 61UUl^? 


Excel Sheet @eo a_6risn Cell @so ^j6)j®66)sn Type Qffui^so GsosmrilBiD. 
(=8*3) J169T69IIT EnterKey ^ai^lssiiTeo 6ifl69)L Q^rfloj6vi©iD. 
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A1 61651 (D Cell @60 8ggo)ui B1 CT6ST 3 ) Cell @60 3ggiqu) TypeQffiua. 

Cl 6T65T jd Cell gg Q^[fl6ij Qffuj iqr&j *6ii 

Cell @60 = 6T6W jd Sign gg Keyboard a_$6ifl Q* 8655 i© Type 

Qffuj 0)151 <5&6TT . 

LflfiOT SBTfT , flu®sa (26U60BT OJ @ 60 * 66 ff, $651 Cell gg Mouse (JP 6® 65IIU (T 60 
QfFuj gy stl®*. dlesmir *(X) sreor jd ©frflidL 65 )l Type Gain* 

uf 653T ©ID Qu( 5® ® G6U 655TI90J @60**$65)£5 MoUSe @651 S2_^6l/1 

QaiTOTg Q^f/l6ij Qffujgi afTLg®. 

.siuGuTpCl 6i65i(D Cell @eo = A1*B1 sisar Q$ifliu6o®u). Enter Key 
& (tf>^5^16srrrso eiflenL Q£[flin 60 ©iD. 

( 6ifl65) L 65) in Click Qffin$ J165T651IT Formula bar @eo uiriiesiemdlLLirso 
= A1*B1 6T65T Q^rfluj 6 U([ 5 lC). 

iBtrii U60 ffi65ufltnr5i«65)6ir Qu®a* Geueour 19 gnjuLLireo ypeniD 1 
!B60 60 $60 60. (IP 65) ID 2 gg Uin65i U©$ §|£60 @60@608651§|. 

61606011211 U60 *655fllUlbj *65)6HU 0 U 0 3> (8) 60 g) ? 


2 j 

3 | 
* ! 


_ c__ 

=A1*B1 


oil^l 1 

dlai65!ir Ca.iDahiDijuuu (tpaDrouileo Cl @ai QupiD$ 65 >in Qu 0 *afl 
6fnru)H65flii)mia,6ri. Cl enaijD Cell gg Q^fflinj Qffinp Edit Menu @eo 
Copy 616518) ®L L 65)61165) IU Lfl ff C UJ IT ab ID QfflU Il|l5j *611 . lilfiDT 691 IT C2 
0^itl**io C5 6065)IJ Select Q*in§i airLi? 6 iHl© Paste eiesipj 
*LL 65) 611 65) in .JllfGuUiaiO QffingoeO 6lfl65)L*6li Q$lfl(U 6 O 0 lD. 
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@r5lG* [6LUU§1 6T65T6CT? 

1 . ci 6 T 65 TfD Cell @eo = A1*B1 6T6CTJD Formula @©r&a>(T<>D, Copy, 
Paste QffLuiqiiCoUfTg] ^rr6 »t nab u>rrrrfl 
C2 6 T 65 ifT) Cell @fl) = A2*B2 6T6 «t njji£>, 

C3 5 T 65 TfD Cell @60 = A3*B3 eresrpif), 

C4 6T65ifD Cell @60 = A4*B4 eieoi njj ld , 

C5 6 T 65 TfD Cell @60 = A5*B5 sierigit b ^rronnab iMjtfl 6 u©ld. 

^ (Gfbpri^iurra @60® *rei® 65 ) 6 n Type Offiu^l©[b^fT60 @lilji 21 U(T 6 OT ion pi no ld 

60[FU)[TLLfT§|.) 

601^1 2 

Cl 61651 ID Cell gg Click Qaiiiqisiaeii ^uGub® Foumula bar @60 
=A1*B1 6i 65 i Q$ifl IU 60 ©ic. Lfleri 65IIT Mouse <jp 6» an in it ed Cl @651 
6060 uu**u)ir* 6 i| 6 ii 6 n a'y? (ip 6» an nil so Click Qaiuiu + 65) liu 8 6n ui 

0 8j ifl in 60 0 u). )=A1 *B1 1 QsfiLTjBgj Mouse @6ii @Lgi uaa Button 

gg 0*86551 © C5 6065)11 @(lg3i§|aflL ® «0 Q 60 8 651 $ (D @ U) 

2 _ifliu 6ifl 65 )L Q^ifluj 60 ©iD. (@p Copy, Paste @(D®n65i @p^liu 
6UyfllUfT(§U).) 

^Glp anpiiULL 5!J61| ^ILL 60 65) 655165) in $560 8 * 61)0) $ 65) J IU 8 *,61)ID 

3tiL L 6 60 6551 ©ID . 



$560 (Column) 6065)*IU8* 8«iL L.6606551 ©ID8 Ilf) 651 
A1:B4 61651 8) Cell 6065)j 0^ifl6i) Qffuj* (diuGu8p 0^rfl6i] OffininuuLL 
u@$ Black Colour @eo Q^ifli^io) dlesmii Formatting Tool bar @6)5 
AutoSum 616188) aLL65)61165) in L%GlU8*lD QfflUUJ 6lil65)L*6li 0^lfllU60©lD. 
,£86sjGu860 A1:C3 eoemj Q^iflei] OaiiipeiflL© AutoSum 6i65i]D 

®C L65)6865)in LnrjGW8aLD QfflU®. 60lfl65)ffUJ8® 3ittLL60 I&L60l5a65)® 

IB 65) L Q U ffj] ID . __ 
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©rtflii/Q (-) 

83-36 

(oLDpatinjliu (jpenrDuui^i 9© Cell (A 1) @so 83 gsoorujio u>pjen5 iu 
C ell (Bl) geo 36 ffiujiA Type Qui§isiflC@ ,91(555 Cell (Cl) @60, 
-Al-Bl 6 T 6 uinpi Type Qffingj Enter Key gj <si(if>5a>l65i[r60 sjjflisgi 

QujDUULl. 6 lil 65 )I_ Qa&f /1 LU61J ([ 5 ID . 

QJ (55 560 (frflfllifffi (/) 

16/2 

6 iO(tjainjijluj (JP 6 B(DUU^ 9(5 Cell @60 16 gujio < 9 i(B 55 Cell @60 
2 gjiojio Type Qffingi <si(B 515 Cell@60 =A 1 /B 1 er 6 ut nj Type Qfftiigj 
Enter Key g) > 9 l(Lp 5 a)l 65 i[r 60 60(§55iu Quiduull 6ifl65)L Q 5 ifliu 60(510. 

^ $ 6T65TID @frflu/L65)L U Hi 651 U (j> 5 $ 651 IT 60 @(rfllj dlL L Row ,9)60 60 ^ 

Column <9i60 60 §i (jrrfluiJlLL Cell ioit(ditic 60 @( 5 ®(aju). 

Ex (1) 



A 1 61651 ID Cell gjujio Bl 6 i 65 ijD Cell giujio Qu©* (gioGuiigi Cl 6I6515 
Cell@60 = A 1 *B 1 6 i 6 ®i jd Formula Q66rfliu(5 id. gesfl Keyboard @eo 
F2 6 i 65 i(D Key go <91 (if551605651 (ip60io ^)60 60§i Foumula bar @60 
Cursor gj (tflpai §| 60 ^ 65 i (ipeoio $ <91 65 ) l 01116115 mg, afip airL ipiu6onp 
2_Lq@5§ja. i_fl 65 i 65 iii EnterKey gg 4 M((g 5 ^l 65 i!i 60 Q^i/ 1 uj 6 U( 5 id. 

= AJ*$B $1 CT6Wp 6 U 65 )aail 60 (^raiaeii $601960565)5 £-L L|@ 5 ^l 65 iii 60 , 
Copy, Past 5 l. 6o 19a 6»& Gidid Qan6if (6516 Gun51 Bl 6i65i 5 Cell 
10 (15510 65) LIU 11 ID 60 @® 6 b( 5 lD. 
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Ex (2) 

afy) flfifiiTiu LiL Lffurrp ^LL 6 U 65 ) 65 in 963 T 63 )jT) Type Qffwgj] Quick-Ex 

5 tot{D Guiurfleo Gffu51^§ja& Qa&neri stt 6i|ii)• iil6orsnfi euq^if) 6ifl65UT&a&(6T&i@ 
6 ifl68)HiJ6iflaa&6nii. 



(1) Marks Sheet sr srf u $ 65) or Column @fD @ Center ® 

LD8> ® 6i]LD . 

(2) Name,English, Maths, Science 6f6M uj65)6H geuQsurr© Cell@rb($ix> 
65 )LDIU £$60 GflbfT 655 T (j) 611 (J 61 ] LD . Bold, Italic ^W6UfD65>!D 6U lg fBJ &0|U . 

(3) 9 ($Column English Maths @rrj@ti geoLuilso 

Insert QffiuIL16 V)id. lTI65t65tit Tamil 6T6ot fp unL^^l65)65T Heading 

QflbfTsnn® 75, 64, 33, 32, 41, 54, 71, 65, 88, 72, 91, 79 

(JP 6W JdG UJ (gjgflfljgj QuUJ[T @ L| 6TT 6tfl 5> 65) 6TT 61i Ip \h\ 5> 6l| 10 . 

(4) 9 ® Row @asm Siva @[D@ir> Thuckchi @n)®L£> ®65)Hifl60 
Insert Q^ujiusnu) dlesiesiiT Ravi eiesrn) Guojffl65)65T euiprei88, 
92, 64, 6i65i[D L|6ri6rfl®65)6n euLprej®. 

( 5 ) §6» Q6urT®ai® 65 )Liu Total Marks @65)6inu]tD 5>nma>. 

(6) Names 6T65 T(d Column @65T ai6iT6ifl65)65T 20 torr jdtold Qffui&. 

(7) Marks Sheet 6 T 65 TjD Row @65)651 rtf eo rtflfD^ ^rrgiiLD , Marks Sheet 

6T65T[D 6T(Lg*&65)3j lD0ff6O ftfl p) g) fT 6£] U> ID IT Hp fT) 1-6 QfflU®. 
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Links _ 

@<96ffiL L65)6TF ffi6351®&T6nfT&(61J)fib (g)l£) S> 653Tfib3>]UJ60 tfLDUrb3)UULL_6illtfib 

6 ff)aOarr©a(§ii) fibLL. 63 ) 6 TTiurT($u). @£65)65ru uuj65tuQ^^ 1 Type 

QfflUllJLD £fJ61|&65)6TT£ Q^fTLfTarfllUITflb @63)635T££jfib QflBfT65fft© Glff606W60fUD. 
67ULIl^ ,£>1L. L. 6U 65) 653T 63) UJ @65)653IU Ugj]? 

(IP5S»5160 £!J 61 J ^ulL6U6i)65Ji6imu Sheet 1 gj 60 Type QffiuGinjuii). 


[Auto sum si_uCluii£^^§i 
60 60 §| Co 60 fT)j 611 Lp°l lt /1 60 
0ifiL(BrEia&6Tr.] 


atG^Gun 60 , Sheet-2 g Click Qffujgi, Oil ctotid gansmuniia^^lsjr 
rf(f> afjfi6iJ®iDrrp Type QffujGojnii). 




£xce£ ‘97 


^iGa^Gutr 60 , Sheet-3 g Click, Qffiug) £fip6iJ©u)iTp Type QffujGsunii. 



^iG^Gurr 60 ,Sheet-4 g Click Gffiugi, rfipeu^iBiTp Type QffujG6uiri£). 



@6ufl Sheet-5 g Click Offiug] Budget gg £iuniT OffiuGaitnf), ggniiGa 
Links CT6 STjd (LpenpauileneKru uiu6CTU®£gj6U£6jr ypsoii) ^ijeitseroen 

Main Badget @60 @65)655i£§)]& QsbfTetr(SeufTLD. 

Type Qffiuea^lg^ii) ufTiia® Links &_u(BwrT^uu8>i6\) 6T65T63 t @6orTULD? 
Budget @eo Total gg Type Qffiu£fT 60 , s^yibu&rfUsb &i$>n6u§\ Rice 
@60 Samba 6 iSl 63 ) 6065 )iu LDrrrDpDLD Qffiu£fT§p]i£ £iT65TfTa iDanDiorTLUfTgi. 
^etnaeo Link Qaiugi @65)635T£a£l([]j[5£nr60 £[T65T[T& (Automatic) Budget 
@60 <£|[5£ LDfTfT)!Dli> 9|DU©L0. 
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6 TUU 19 Links Q&ujgi j^j? 

(ip^6\5l6V) Text afLpai( 5 ,iD[Tp Type GlffiuiLjf^iaen. 


A 

Ft b 

1 

2 1 Name 

Sales Rs. 

3 Biscuit 

3,536 

4 Oil 

9,240 

5 Rice 

31,600 

6 Bicycle 

56,000 

7 iTotal 

100,376 


GiD(f)5«ifDuuLlL ^il.L 6H6!D65ffruil60 Biscuit @ff)@ ^ 65 m 63 >tOuilffO (GrbCBfj) 
a>nmuu$w Cell^eu (B3)Cursor gg r^lp^^l = amp an^eupmp gg 
Type Q^iuiqrtiaefr. 

l51 sot 65i it Mouse ®m a_£<afl Q&nsmQ Sheet 1 amupmm Click 
Q<5FUJ LLfrBJ a&6YT. 

Biscuits amp Total (B7) ®m gSsoaar&j&smen 

Click Q^iup amlQfBjasfr. ^luGua^j ^iib^ Cell gj6in 6 T 6 ii) 6 iD 60 LJU(g^l<£&n 
Lt51 6 ot erf) uSlsns&fl @65 dlsiJ1l1l GafTi_rra QgjffliijLD, (Jlfifftssifi Keyboard 
@g^j6TT6TT Enter key gg &\([$p§\ti8>a \. guGunp Budget &m Biscuits 
@ff)(g (SrsCSij^i sir ®6\)a&arai<£CTr Q^rfliueu^LD. ®LD(y)6?nrr)6ff)Lu 2_.u6iufT^l^p 
Oil, Rice, Bicycle ^rfluj6unr)6infr) Gieoeunii) @ 65 ) 6 ?m^p eiilug Auto 
Sum (jpe\)LD QiDrrfi^^ Q^rr65)&65)ujfi5 &fT6jjjnifai&6iT. 

®6rfl Links (y)65)nDoSl60 J§65)65OT£Fj0j§i ffffl^nsjrrT ct 65 t uffilTi^pLi ufT^faiagrr, 
Sheet -1 @6V) Biscuits ereaip3 ^LL6U6ff)63Miijl6\3 Nuts ®m oJ1sido)6idlu 
infinDiDii) Qaiug] Qa>na\Gainw. pnmn& Budget @eo &($£>($£ Qmpp 
O^fT 655a LDnrjD[DlD6BLLL|LD. 
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Ex - 


A 

9 1 Receipts 

B. j ; ] 

Month-1 

C ] 

Month-2 

D 

Month-3 

' 7: g 

Month4 

10 1 Cash Sales 

40,000 

30,000 

42,000 

72,000 

11 | Debtors 

H3 

22,000 


30,000 







1 SI Payments 

Month-1 

Month -2 

Month-3 

Month-4 

16 Repair 

8,000 

3,000 

■W 

4,500 

17 i Electricity 

10,000 

6,000 

7,000 

2,000 1 

; 18 Traveliriq 

1,000 

4,000 

2,500 

1,500 

191Food 

1,500 

2,000 

500 

600 

20 Total Payments 

20,500 




i 21 iOpeninq Balance 

43,000 

- 

- 

- 

22 j Closing Balance 






Knit: (Closing Balance=Opening Balance+ (Total Recipts-Total Payments) 

GiDfDSnfDuuLL ^rrsit ^ulL.6U65)655T0il60 Closing Balance gg arrow*? 

OP^eSieb 3j[J6!|<s&6iD6n Gldso &itL i$iu suit fry Type QflFIUU_|r&Jflb6TT. 

Auto sum gg ^6V)6\)^] G6up6UL^luil60 Total Receipts, Total Payments 

^fi£]lU6U[T)65)fD^> ^rT LDfT 6ofl U_| red tEB 6TT . 

ijlsfff 65 T(T Closing Balance arTaraTGsutfnni^uj gSi_3>a?6\) Cell 
QaFujp 

= ( Opening Balance) + (Total Recipts-Total Payments) amp Manila) 

${\ 6 fi\mm 3 > afT^ifbjaen. [B22 stsot ro Cell B21+(B12-B20)] 

^uGudp Month (1) @rb@rfliu Closing Balance gg ^(TiDfTsofl^^uiJiTafifr 

tflmmn Month (1) @6W Closing Balance = Month (2) ®m Opening 
Balance ctotthd GafTLuaili^fT)(g ^sdiduj Month (2) @arr Opening 
Balance ersinno Click Qaiiigj] = &t 6?nno (gfrilalilsiDi- Type 

Gtffiua. lileffrsuTfi Closing Blance gggj Q^rflsit Qaiugy Enter Key gg 
LilrrGujfTfl£la&. 
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iil6ffi6#iiT Copy, Paste (ipaDjDuDaasnu uujanu^ai^l Gg> 65 ) 6 uujiT 65 i @i_id 
su65>(j Opening Balance gg i^lijuiSlaQaasniguraiasn. ^fgari l51g 57ami 
Copy, Paste errorrD ypsiDiDaJIsroanu utuanu®^^ Closing Balance g 
pallid)® Qait6ii(6in>i&ia6n. ^ 


A 


Receipts 


10 Cash Sales 



12 Total Receipt 


3 



Mont h-1 lMonth-2 [Months |Month4 

,000 30,000 42.000 72 nnn 

20,000_ 22,000 15,000 1 30.000 

0 | 52.000 | 57,000 




Payments 


Repair 


E 


18 Travelin 

19 Food __ 

20 Total Payments 


21 ; Opening Balance 


Month-1 


8,000 


10,000 


1,000 


1,500 


20,500 


43,000 


82,500 


Month-2 


3,000 


6,000 


4,000 


2,000 


15,000 


82,500 


119,500 


Month-3 


1,000 


7.000 


2,500 


500 


11.000 



165,500 


Month-4 


4,500 


2,000 


,500 


600 


8,600 


165,500 


258.900 
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9(5 File g a(ljD| 5 §i G6U65)60 Qffuiii|ic Guirgi 96 UQ 6 UIT® uaa(ipu) 
(Page) 6ip>8 ) @>(0)®® G6U 655i®iB. Print 6i®aa6JI®a®iD 

0 jd arfleui j^6n, ^asoia a©* Ganj u File @60 e_6ti6n 96 iiQ 6 Uir® 
uaaidairia 65 ) 6 TuijiB £it uxr 65fl$£60 Page Setup sisnuu@iD. §isiG® ^usiflsw 
(Paper) ,sia 60 iD, , Margins, Header/Footer, sheet 6isii u6uid rrflanoi 

U3 IT (DID li Qffuj UJ 60 IT LD . 


File 6 T 65 TID Menu @ 60 Page Setup ct6st id ®l l65)6tt6I)uj Qffiug, 

,gjafl6\) Page 6T65TID ® L L 65) 6 TT 65) UJ B) QjJ>(fl61| (3 ff llj j5 IT 60 , 9® g| 601 6051 

Menu Q^ifliu eu ®ld . 


Orientation 

Gib|du^ ail l 65) 6ir nil 60 Portrait 6T6aiu$65)65i£ Q^ifl6ii Qaiugi uaa«&65)$ 
tb 0 ! 6o> 60 as (S^ Siu ua aiDnau uili6bt u ©£5 ^soitld . Landscape si6rri jd 
aL u 65) 6ir 65) in pi Q^iTleijGlffujgi ua a^ sdb> a < l 65 )Lu’uaaiBiraLi 
UUJ65T U®i& 3>60 IT IB . 


Scaling 6T6ot id aL.L65)6Truil60, Adjust to 6t 6 bt id a l l 6® 6tt 6n iu Click QffUJgl 
15 ij 6i| a 65) 6 tt 6T6060ITU), Q u ifl g> it a li a a rai a 65) 6ir sifleo^ ^1 ,91 p> it 6U $] 9 ® 
A4 @60 a_ 61 T 6TT l_ a a U U ® 6U 65) g> 6lflL *i®£60ITa @®(B2>H60 ,©|jjE>65)65I 

75%, 50%,.. 6T65T Lonp @ 2_LU®£^1 A4 £IT6lfl60 

(Print) 6T®aa6orru). 
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@<3^(Burr60 150%, 200%,. stair id it $$$$$© sl.lu®$$ Quiflin 

S) 6 tT 6 ifl 60 dlg^l (Print) 6 T®®® 60 iru). 

Fit to 6T65T rD 5L L 65) 6TT 65) 111 @IQa@ 6 B$ 65 T QpSOlD, Sheet @60 0 © U®®$$rjj@ 
Q6u6tflCSiu Type Qffu) $ 60 $ 65)$ ®®®£tfl g© u*®$$1$©6tt dltf^l (Print) 

6T®£6® (Lpi^LLJLP . 

@6ii6uirgu a_iBj®6ri u®a$65)$ iDrr)irf , it6iDiD$$iaQ4n'6ii5TL lTIsst ssrrr Print 

6I65inp 5L L 65) 6TI65) lit @IU®<S^1 6T®$$|® Q®IT6TT 6TT60(tlD . 

Paper si/e 

CSronjU 19 ®lL 6tD6tt (ipeoiD ( 0 6U69)6t} Qffuiimafi©®©ic u®®$£Ish (Paper) 
,316tr6l/l 65)691$ 0$l/l61) Qff lli UJ 60 IT U) . @$ 69 ) 691 $ Q $ flO 61 J QfflljsU$$© 
ai © afl ail sii sir Scrollbar g u in 65T li @ $$ so it ld. Standard Size @ syerf «r 

Paper *6tfl69)69i$ Q$rfl6ijQffuj$irs6, ahi_C6o si$ 6 p 65 )Lin jfsrT, si® 60 fya*n 
Q $ ffl UJ 60 © ID , 


180 DPI 
300 DPI 


(Su>fDU19 ®LI_ 65 ) 6 H Qp60 id $itid Print 6i®a©u), Text (6i(ig$$i® a*LLiD) 

@ 69 i$i si$0 60$1 Graphics (ulid) @ 65 i$i eoiiouilan $191)11169)691 (Dencity) 
id it $ nfl iu 69) id a a 60 it id . 

First paper number: 

@§| 60 {p 69 ) ID UJ It 691 (Ip 69 ) $ uil 60 Page @ 60 ® ®$ 80 65)651 @L@ff Qff 60 gJ|lD. 

Cionjuip (jpsn$iJl 69 ) 69 nj G>u 6 p 6 u$rD © Auto @60 Cu«p 6 u$i $60 60$|. 
( 1 , 2,3 .) 
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$86tfl69i 6)H6tfllDLilp@LD Type Qff IU IU® ffnl^LU U@3?ldl65T 6T6065)60UIJ®$l4@lD 

@ 69 )L(SlU 2 _ 6 IT 6 tt $1 IT J $ 69)$ 6065>giUpUU$$@ Margin 61651$ 

®L L 65) 6TT 65) IU U UUJ 69 T U®$ $ 1^691 OjDITlD . 

Page Setup 6 T 6 ut$ $| 65) 655t Menu @eo Margins 6 t 65 i$ a l l so sn 65 ) in 
Click Q ff in $it 60 , $169)6951 MenuafGip s_ 6 ii 6 rt 60 it p 22_ © ld tt nfl 6 n © ld . 


@6$6uit60 Vertically 6t6ni$ ®l. i_65)6n65)in$ Q$ifl6iiQff ui $R60 $iT6Tfl$® 
an 65) I_ iu IT a. Center sb® 6 u©id. Vertically , Horizontally 3baim 
@IJ699T 69)I_IL|ID G$lfl61| Qff ll) ff>l©$ $1160 , Text 4611 6T60 60ITID U44$3)l$® 
$169)60® ©$$ir®6i]iD, a^l66)i_iuiT®6i]iD Center sj,46ii©iD. «)^f6u$i 

U®®$a^ 69 T lD$$lldl 60 60 ©ID. ____ 


GlD$ ffa$U UL l_ $169)6991 Menu @60, 

Top 6T69T U$] $IT6Tfl69T ClDSOU®® Margin SI 6TT 6lfl 69) 69T ® © nfl U U$IT ©ID . 

SI 6591 65) ID id) 60 @©®@id Scroll bar g @iua@ 6 o$ 65T 8P60 ID, Margin 

SI 6TT 6lfl 65) 65T LD TT ID nfl SI65HD4 ® 60IT1D . @6$CuiT60 @L$|U£E>® (Left) Malgin, 

6U60$iua® (Right) Margin, a?ipu@£l (Bottom) oj en no nfl sot Margin 

& 65 ) 6 TT LD rr rD rifl 

Center on page @6o Horizontally a flip a& l i_65)6TT65)UJ Q$n*la| 
Qffin^l©$$ii60 , Type Qffu)$ erflupTEd®6ti Text ®6tr 6T60 60 itid $n6Tfl65T 

$165)60®@$$iu uaa$8 )l$@ Center Sb4 @©®@tD. 
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Header and Footer 

Header and footer 6i 65 t id it ro 6T65T6ST? 

U6U u®aiEi ®6»6 tt AiipananDs ©id(S ungi 9 Grru>rrrfl luitot Text aroert 
$ an 60 w iti « id it a 6i) id rfl60 eifiuifai aesm ua aLDir®6i|iD Qairsnsi® 

gfljQsoiT© uaaj^lgaiD tr> tr jd id ld 6tn i_ uj it id 60 §©a@iDui 9 aiemiDu u$jj © 
Header and Footer gensur uujsjtu® ^ giaflsw Grorrm. graiGa 60 jf>i 5 iauu@iD 
PageNumbet < 3 !, 65 T§| amanita 96 oQ6dit© uaai5ia(6nja©LD .sjsilaiflai gia 
Qffsoeogi rfl id u ill iu so u it® id. Header and Footer @so Qaiuipui G eu an so ® ert 
6 T 60 60 it id Margin u@^luil 60 (Top, Bottom) Q^eniugiD. 

<SJ60 61) §| 

View Menu @60 Header and Footer srssi id gienesma ®l Leneneniu 
Qa&rflsq Gl®iij^iT 60 aftp suqjld Sub Tool bar Qgiflw 6o©uj. 



§>&) Menu gj 60 , 

[&LL65)6TT 1] 

(SiDrrjaiiDuuLL aLLroeirrouiu JlijGujiTaflagiDGuiTg 9© groan Menu 
Q^ifluj 6 u© id . @^§] 65 ) 6 iin Menu @60, 
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Font 601 $ 611 fbj & 65) 6TT , <91 6TT 6i| & 65) 6TT ID TT p3 PD LD Q LU IU 60 fT LD . 

u a>a> gS60&®u) [&ll65)6tt 2] 

Page Number eTjrig @Lg$l 60 6uijG6U 655T @Gim Cursor gg 

# ®LL 65 )^ (2) ®65)<ai Click G*ni $fT60 

6T606\)rr6u id jrfljD(gti> Page Number gfT65rrr& ®luu@u). 

u a> s> rai a gffl m\ 9 fiLffia>Qg?n~ 65)& [s l l 65) 6tt 3] . t 

Number of Page 6T 631 (D ®L L65)6TT65)11J @W®@6U£63T ©>6010 US> Aid ®6Tfl65T 

aaug^Q^rr63)® Qa5rfliu6U(fTju3 . 
ffflftgfl [&L. L65)6TI 4] 

Date 6I65T [D 3 > L. L 65 ) 6IT 65) IU @ IU ® (g 6U g 65T ©>6010 U® ®IBJ * 6ffl G 60 

Qfl)fflllJ6U(ITjL0 . 

(&655165ftllil60 U@g gU LJL l?©® (gU5 £l®gfl®65)6TT <9U$U U65)LUJfT®® 

Q® rr 655 T ® ^l®^l®6ri Q <aj 6tfl 6U © id ) 

GgffU) [®LL65)6TI 5] 

Time 6 T 65 l[D ®L L 65 ) 6 TT 65 )UJ jglU® (g 6 U£ 65 T ©>6010 U ® * fbi ® ffffl fD @ 

G [ 5 U^ 65 ) 65 T 61 ilprej ® 60 IT 10 . 

File Name [&ll65)6tt 6] 

File GT65TfD ® l. u 65 ) 6ti 65 ) uj @iu®(g6ug65T ©)60 ld u ® ® fbi & 6ifl 60 File Name 
@ 65 ) 65 T Print Qffuu uj so rr ld . 

Work Sheet Name [® l l 65) 6tt 7] 

Work Sheet Name 6i erifD ®ll65)ctt65)uj @!iu® (geugesi ©>6010 u® ®rcj®6ifl6W 
Sheet Name @ 65) esr Print Gffiuineofno. 
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Sheet 


Gridlines 

Gridlines 6T63TID SL L SD6TT631UJ Q^rfl61] 

Qffiii^1(!5!B5fi60, Print Qffiu qii) 
g> j 6 ij ® (§5 l. 6 &i Sheet @60 £&fr 6 ouiu li@ld 
G ridlines 2 _ic Print ^afl su©u3. 


Black A White 




: * ■' • > • ' . : ; V ■ < 


*%**• &t*t 

ft***-’'? : :C ’ .ft 


•j.v/W/l.V/VWi-.W.v.. 

* f 

if 




-•Wnvw^' 

-5.5 






Black & White erarinr) a l l 65)6 tt 65 )uj ' ^ 

^ .*■• ■ : '.v 3 |; Jp* ?:•. 

Q»ifla| Qfftii^l^jB^rrso, rtfjDiDirnj JNp: 

CD^aBljD® 2 _lu@^ Type r «' J "I :,.«,» 

tlffiu 510155 ^ijajaffli ct 60 6 DfiLD Black & White Print Qaoj 

(]P 1? 11] ID. 


/:: :^>: •£****£*» r 


A V.VMW.W 






'T;. '^i:.. ; . i 

'■ •'*• ^mrJss | o fr»o< <1 


Row & Column Headings 

Row & Column Headings 6 T 65 tid &l l 65 ) 6 tt 65 )uj Q^rfl6ij Qaiu gfi0i5 ^rrff6 , 
Row gsTfgjiD Column §651 gui Quiurraben Print OaFiuiuuuLg 6O0 ld. 


Page Order 


(1) Down, then order 

ULajgflsV) &n"L LU UL L(ip65)fT)Lljl60 $LD6lfl0J5 gy flfLp (B £ IT & a!l (g)^6\3n6iJ§i 

Page Column § 65) 65i Print Q & lu gj, \J) 65 f 651 it* § ij 655 t’ l fr 6u gjj 

Page Column § 65) 65i Print QffiniqtD. 

(2) Over, then down 

(JPg) 60*1 60 (Ip gj 60 IT 60 SjJ 60 ffl 65) <5? 65) HI (Row) Print QfflUgjJ lFI 65 T 65 T rf 
§ IJ 6557 L 17 60 gjj 60 ffl 65) ff U_f) 65) 657 Print QffLUHjLD, 

Page Setup ctso eorriD Q^uj^j (jp^^^Lil65i65Tff OK 67 657 $ a&L L 65 ) 6 TT 65 )aj 
6iiLpr5i ^(g6ii6wn ©to , s \ sogo ^\ Keyboard §60 2 _ 6 ii 6 T 7 Enter Key § 65 ) 65 i 

<£l(Lp$$ G>606557 @LD. 

Page Setup 65) 60 uJl 60 65)60 QlU65fl65i Cancel 6 f 651 IT) & L L 65) 677 65 ) UJ 60 [pfbii 3 >l, 

5 g) gl 0 <9F UJ ULJ (B 60 6557 0 U) . 
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File §60 2_677 60 60 ( 1 ) 65) ft) 6lSl©U U$ gSljl) @ 6J$LI Jllj^ 6T ($ U U g> fl) (§ (]p^6l^60 
File §60 6T^^ 65 ) 65 T Page errgj 61657 ug65)65T Page Break 

Preview 67 657 $ &LL65)67765)IUU U LU 657 U g g> g)l LI IT IT 65) 60 Llil L (o606557 gLD. 
j6rriD Page Break Preview 67657 $ a>C L65)6T7 65)imj iJlijGiiin^^^6i|L65i. 

File §60 2 6tt 6tt $ij €i\s> 6tt Page 1, Page2, Page3, .... 676ri id 60 it p r ^60 

Border § ®d sur g$ug$^l as n sust Jla @ld . ^60 60 §i u&arei <s& srfl 65T 

6 )Hufj^ifi& 65 ) 6 TT ainjl 60 ^jr)@ Print Preview 6i©n id fl&LL65)6TT65)UJU dlijSiiiiTflfli'® 

(S 60 6551 0 LD , ^UjGuiTgJ 90 gJ 65)655T Menu 0 ^ ffl HI 60 0 LD . 



Next ( 6B L L 65) 6TT 1) 

Next 6I65TfT) ®L L 65)617 65) IUU l_T! [J (d LU IT fifl U LI 3) 651 (jp60l£) §0®0LT> Ua®^^l65T 
£]ga&3> Uflbfib^aflfD® Qff60 6060ITIO . 

Previous (& l l 65) ctt 2) 

Previous 6 T 65 Tno ®l 1 L65)6TT65)iuu LflijGiuiTflflu u^65t (ip60ii) § 0 &@tD 
Ufib®^^l65T (ip65T uiflbfl&^llD0 Qff60 60 60fTlD. 

Zoom (aLL65)6TT 3) 

90 (ip65)jD Lfl[[(oiur7^®@ii)(Su[T§j uiaiT) rfltsJljsiraajii, us&ld (jp(^60§ni 
UE[t65)6OUU0^1ab0 Qg>lfllL|Ll) 60655i 655T(ipiD @0®@^- IO655T0LD 
^IflbiSL. L 65 ) 6 TT 65 )ILJU Jllj(SLUfTflflflb@LD CuiTgJ Actual Size (1*1) §60 Q^ffllU 
60 0 LD . 

Print (a&L L65)6 tt 4) 

§a ® l l 65 ) 6tt Print Preview § 6^015 Print 6T65T[D ®ll.65)6tt*® 

ai65)Lp^ffil<j QffSOpLD, 
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Setup (ail L65)6TI 5) 

(0 ID fT) LJ ip ail L 65)6TT 65) ILI J§] UJ fib © 60 § 65T (lp60lb Page Setup 6T 65 T fT) gj 65)6551 

Menu @jD(g Qff 60 60 60 fTiD. 

Margins ( a l l 6p 6ti 6) 

(SiDfDui^ ail l 65)6ir63 )lu j§lufib©6u§6ST (jp6\)iD ufiba§gJljT)© 6TrBi(S® Margin 

6T65T U§65)65T U fT IT 65) 6U till L © § Q^lfljgl Q a IT 6TT 6TT 60 fT U) . 

Normal View (ail l.65)6it 7) 

(S LDJD U ail L65)6TT65)UJ @ 111 fib © 611 § 65T Qp60lb Q U if) 0j IT & j§©flb©ID Ufiba§5)l65T 
6TT 6lfl 65) 651 61) y) 65) ID LU IT 651 [$65)6036© Q a fT 6551 © 61Jfj 60 fT LD . 

Close (ail L65)6TT 8) 

6 id jo' u tp a l l 65) 6tt 65) iu !§[ w a © 60 § 65T Qp so LD Print Preview 
|5L.6iJ^a60)aa65)6n Qpi$§§ja Qarr655i© uaaaiajlfi)© (Sheet) Qa60 60 60iriD. 

Help (ail L 65)60 9) 

(SlDfDUl^ a L L 65) 6TT 65) LU j§ IU a © 60 § 65T (jp60lb (BlD603)la 6lfl U fj fbi a 60) 6TT 

^ raj a£l 60 QiDfTyfl(ip 60 ib surraH^u LjrflfB^i QarT 6 ri 60 60 rTib. 

Print 

File geo 2 — 61 T 6tt §a 606 b a65)6TT Print 6 i®uufl 5 |D@ File Menu @60 Print 

6T 65t 0) a L L 65) 6TI 65) UJ @ ILI fib a G 60 655T © U) . U Co U IT 0(5 §j 65) 6551 Menu 

Q^rfluj 60 0 ib. §165)6551 Menu @ 60 
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A 

Name 

Name sot no ailL 65 ) 6 oa© tfiDfT§ §iju)fTa aiT655TU u©ib Scrollbar «g 
gw a aft, 6T§§ Printer go a_u(2ajfTaT§§j Print 6i©aa §©£6aflnf it®(S sn it 
s\$$) Printer @ 65 T Name gj Q^iflai Qaiu §60 G6U 655T©ib. 


Print Ran; 


All 6165 T fT) ail L65)6TT65)lii§ Q§ffl6l| QaiU §fT6\) , File 
g 60 Q 60 rr © Page ggiLjib Print Qaiuiu ^ lu it ij it a^lsifl© ld . 



S_6TT 6U 


Pages 

Pages 6T65 T id a il l 65) 6n 65) iu § Q§rfl6i] Oaiu ^1©{B §fT 60 , 6T§§ Page@rb© 
Print 60 ipai a @©afi£lnf fTa6ir 6i65iu§65)65i eojpraia (Seu6 oot©ld. 

$ 2 _-ib 

dp§60 10 pages id il ©ib Print 6 T©aa eifl© 16 til 6 ot rr so, From 6T65TIT) 
@l§^ 160 1 «giL|ib, To 6T65 Ijd @L§3>)6b 10 ggajib Type Qaiii§60 

G 60 6551 © lb . 


Print what ? 

Print what 6T65 T{d @l§^160, 

Selection er 65 T id ailL65)6065)iu§ Q a> ifl 6i) Qauj^l©r 5 §iT 6 b, Q § ifl 6i| 
Qaiu § 65)60 ld il ©Gld Print Qaiu uj(jpi^tL|ib. 

Active Sheet 6 T 65 ifT) ail L65)60 65)iu Q§ifl6i] Qaiu^l©j 5 §^ 6 b, Sheet 
(jp(ip6o65 )§il| ib Print GfiFtiiuj (Lpi^mib. 

Entire Work book 6T65T[D ail L65)60 65)iu§ G§if!6i| Qaiu^l©[b§fT6b, File 
(ip(ip6065)§iqib Print Qffiuuu (ipi^iqib. 

Preview 

Preview 6T65ijD ailL65)6n65)iLi§ Click Qaihgjj Print Preview 6i65ijD 

ail L65)6Tia ©60 03=60 60 (ipipiLjib. 


topics 

Numer of Copies 6 T 65 T p) ailL65)6065)iua Qsjifltt| Qaiu§i g6uQ6oiT65i jfl gyjib 

6 T§ § 65 ) 651 LilfJ^laeb (S60655T© GlD65TU65)§ 3? IT LD IT 65fla 8> 60fT LD . 
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Properties gtsot fD ad L65)6TT65)iija Click Gain iquj Guft§] q© gj 65 ) 655 i 
Menu Qg>nfliii6u©iij @gj §jo) 60 i Menu @60 Paper 6i6rif d gj 65 ) 6 iraa 

3jL L 63)6TI 65)IU Qj&rflftj Qff UJ Ujuj GuFTp (S^ff 65T ITUU> p65)6S5T Menu @60, 



Paper Size 6T6M no ad L65)6TT65)in3i Q^rflei] Gawp ^it erflest ^isneweu (Pa¬ 
per) 6uiprbi(g^6o Qsum gu). A4 en 6^ u Paper @«o lilfj^l egaa 

@©afl£]jT5 > fTa61T 6T65Tp 9} FT LD FT 63fl <5j 3j FT 60 A4 6T65Tp Q^rfl6l| Qaiup * FT 655T i_T! £ &> 60 
G 60 655T 0 LD . 

Orientation 

Oiientation 6 Tsstjd &ll65)6tt65)uj£ 5 Q^fflei| Gawp, i_f)[[af) 6t®aa @©a©uj 
^ 17 6 tt p^65)60a@ 5 puuaaLDfra 6 >j rr(2su65m(g ld rru_f]sin Portrait 6T65 tfd Q^rflsi) 
Qffui^eo GojemQu). ^G^Gurreo 6T@aa @©a©nj $ft6TT 

rflsiDLLiuaaiDfra sofjGeo^®iDmifl6w Landscape 6 T 65 ip Q^rfloj Qaiu^eo 
G 60 653T ® ID . 


Paper Source 

Paper Source 6 i 63 t jd @l^^1so Tractor stotjd adL65)6TT63)in$ Q^rflsii 

QdMlj^J OK 6T65TJD a L L 65) 6TT 65) LU LJ iil FJ G IU FT flfl a a G 60 65BT ® U) . 


Si A, GNANESWARAN. QUICK TEC ACADEMY 385, 2/9 GALLE ROAD, COLOMBO 06. T.P:5043I l 


&jcce£‘97 




Formate (Ctrl+Z) 


6 T 655 ta 6 ri, ^laajlaffl, G[Bijraj®6Ti 6 T 60 TU 6 in 6 ap)pa© QeueiiGeup 611 6UrBi<9B6TT 

^iffrfluu^fr)© 6 i51©li) lTI65tft 60 [<£ia>n6up( 1234, 1234.00,1,234.00,.)1 

Format Menu @60 Cells 6T6«t no adL65)6iT65)UJ @iuaa Geussin@ ld. ^iuGljftp 
G aj ft 6&t p ld §\mm Menu @60 Number 6T65T[D ad L65)6TT65)in£ Q$\f\to\ 
G a tn a> ft 60 , a p y) 6u © id ft p ©ffi p 65) 6551 Menu Q 9> ifl in 6u © ld . 



General 

GiofDaifDuudL pemsMi Menu @60 Catergory gtsjt pu Sl$£I 60 General 

6 T 65 IJD a L L 65 ) 6 TT 65 ) LU 3 > Qajffl 6 L| QaiU 0 jfT 6 O, @ 3 jJD( 9 j 6 U If 65 ) LD UJ IT a 6 T(lppiD 
(y) 65 ) fT) uJl 60 6 lfl 65 )L Q 3 > if) LU 6 )J © ID . 

EX: 1236 T 65 Tp Type Gauj^iTeo, 123 6 T 65 tfd (ipi^ai ^yuileo Q^rfliuaj©iD. 
Number 

Number 6 T 65 T[d adL65)6Tr65)iu^ Category 6i65T[D p 65) 655i Menu @60 
Q ^ rfl 61| QfflU 6 U 3 ) 65 T (OpSOLD U60 G 60 pud L sn 60FBI a 65) 6TT 6U [p fbi a 60 FT LD . 
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-1234,10 




t*w*. 


P&kinttm 




Sfct*fc* 




iC 

P«rf* 

tv»* 

C X?«C*' 

?>st 


&*<& ..'■ v 


1. 1235 1235,00 6T65T(d 60196003 65) a^u Quid 6 ifl 0 u)iJl 65 t fr 6 \), Decimal 

places 

6T63TJD @L^afl60 6T££65)65T £ffL 0 L| 61T 6Tfl a& 6IT (Decimal) G$6 5)60 6 T 65 TU 65 )£ 
60y)(5J ®G60 655T @LD . 

2. 1235 1,235 6T65tid 50196003 65)£u Quid sifl^ loL ilsOTfreo, Mouse@ 65 TU 60 

[Use 1000separater(,)] ctsst n) @L£ 65)0303 Q^rflei) Offing^ G 60655 T®uj. 

3. Negative numbers 61 65T |T) ®LL65)60lLfl60 ( 50651 ( 0 ) 60 65 )*UJfT 65 T 60 [9 611 fBJ do 60 

Cl^{fllL|LD. 


-1234 

1234 (^16UUL| r^lnjiD) 
(1234) 

(1234) (<$6uui_| r^lfDio) 


(SioioafifDuuLL 6 ui 96 ari £6 6 Tfl 50 ® 65 T 65 )fD^ Q^rflet) Qff uj a£)©r 5 $rr 60 , Type 
Q s 1 uJ uj id Negative @ 60 a a no a stt* G id id 0 <i ofl uj eo 19 eo r&i a 65 ) en 

QUfD(T)j* 0 * 060 ( 60 ) 11 ) 


Note: 

LDfrfDfT)rBj< sb 6 TT Offin ll(ldGL iirgi, 2 _ l 6 n 19 in it a lOfTn) fDu 5 Qunjfru Sample 6 T 65 TJ 0 
@L^a^60 <£]£65T innr^Irfl 60[960rbi®6TT Q^rflLU6U(|5LD . 
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Currency . 

GlDfT) aalTJU UL L * L L 65) 6TT 65) UJ @ UJ * (0) 60 ff> 65T 
U60G60TIJULL 6019 60 * 65) 60 60 \g IEJ * 60 IT ID . 

Ex 

8644 $ 8644 (Qurrsorj 6O196OLD) 

8644 £ 8644 (u6^ 655i 60196OID) 


(y) 60 ID U 655T ^ 0)1 pD @ 


@[5^ 6ot^6orEd*6iT 6 jrD* 65 iG 6 o ^LuiTij OffuiinuiJL® Computer @60 
£_ LL|( 0 ) 0 ) 0 )UULL 6019 . 6 O fBJ * 60 @0365)65T 6lfl L 6lfl © LD til LU Rs. 61 65T IT) 

601960^65)^ 2_LL|(0)0)ff3 (Ip 19LL|u5 . 


Excel Q 03 O ( 0 ) LJ 65) U ffjIfT)*® (jp 65 T 65 T rf <9J6O6O0jJ Excel QfljfT @ LJ iTl 6?0 
@ 015^1760 ^1^65)651 Minimise Offing)] 0*0 60 (60>i5j aeo. 


Lil65T65T(j Start 6T65T[D * L L. 65) 60 65) UJ Click QfflUgl ^IBjG* * IT 6551U U ® ID 
gj 65) 6551 * L L 65) 60* 6tfl 60 Setting 6T65TjI) * L L 65) 60 65) UJ (ULU) 1) Click 

Off UJ U|IEJ *60 . 

i/l65i65iri Control Pannel 6T65T ro ®l l 65) 60 65)uj Click Qffuigi 
O^fT0u 65)u^ gJliDnjg] Q * it 60 (65 raj *60 . <9J0j Q^it 0 li iJleo , Reginal 

Setting 6T65T |D * l l 65) 60 65) uj (ulu> 2) Double Click Off UJ ffjfT 60 90 
0>J 65) 6551 Menu Q^fflUJ 60®ID. 



MQMtaiFMI 




1 ^ 

Ill: 

■i j£l W&to* 

WES' • - 


41 ymim* 
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65)635! Menu @6)5 Currency 

61 651 ID a L L 65)6TT 65)UJ Click QaiUp 

Q a it 6 ri (65 mi a 6 tt ^lufSurrgj @0 
§\ 65) 655! Menu Q^jfliU 61 i 0 l£! . 
loggioflai arr655!uugu) Currency 

Symbol ffarjD @ l g> ajl6U $ 
6ui96u^65)^ aflL® (Erase) 

(o 6U 635! l£ UJ 6 U 611 £ 65) g> @ L 6)3 IT LD . 

S\ £ rr eu §] Rs. 6i 65! no 6U19 6u id 
(d 8) 65) 6U UJ !T OjT 65T* Rs. 6! 65T* fT) 
eu 6u ^ 65) 3) Type Q a uj &> so 

6 6U 655! ® ID . lil65T65TfJ [5 L 6U l£ a 65) a 
616)3 6D FT 61J JT) 63)fT)U_JLD (Close) 

©>10 ^ (B ^ ^ • l_fl 60T 65TFT G^65)6UU 

ugiiGungj Excel Q$ir®u snu ^IpiBgi Formatting Tool bar ggjisrisn 
$ @65)651 lTI (J G LU rr a LD Q ff lU 66 fr 6 \) , $ 6 U 19 61 l ^ ^1 fD @ U ^1 60 rr <Eb Rs. 6 T 65 TIT) 

6UI£6Uli Q#>ffltJJ 6U0 LD . 


£***»? r iftmtsw y.* *?% 






Ex: 86344 6T65irp 6 u^ 6 injj Rs. 86,344 aesr 6 U 0 id 


Date (Format > Cells ► Number 

(SlDfD 5ia(DU UL L 

§1 65) 655! Menu @ 60 Type 6T esr no 
Qa&rfluj 6ii©ii3. 


D Gurrgl afT655TU u® l£> 
6u65)aujfr55T 6U6iimi a6TT 


aL L 65)6TT65)LU 
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3/4 

3/4/97 
03/04/97 
4 mar 
4-mar-97 

6 id no aifpu u l l 6 ui^ 6 umj a 6 tfl 6 D 6 ifl 0 LD dim 6in^6ijmj aerfl so g65T65)fD Qtbfien 
QfflU§l OK QfflU UJ (o 6U 655T Q LD . 

(Date eui^emi) eruGufTpiD mm/dd/yy aesTip ai65)iDUdlso @ 0 a@L 0 . 
@mjGa mm a 65 rp (gnjluLflQajg] m$>9>g\m®umb, dd a6uip ©ajlLnilgeugi 
a gfl 65) IU LL| ID , yy 6T65Tp @[lflu l_n@ 6 U§] ^655! 65)LLL|LD ^,@LD). 

Time 

(Format ► Cells > Number ► Time) 

(B LD fD U a L L 65 ) 6TT u/l 6D Type 6T65IfD @ L £ 6D U6\)6U63>aUJ!T65T 

G(pij6iJi£6umi aeri s_err err65T. nj frflso G>£65)6 uujit65t 6in£6U£ 65)£ Q^f/l6i| 
Qaiu p OK Qam 0jfT 60 GfBfJ 6 UI$ 61 imiaSTT Qpjfliuaj©^ . 

Customise 

(Format Menu > Cells ► Number > Customise) 

@a aL L65)6TT65)LU @iua061i^65i (y)6DLD j^lufB ^65) 65Ta(6ga 0 061J6liG6Up 
rpl ip mi a 65) 6TT 6Ulpmia6\)[TLD. I_fl 65T 611 0 ID 2_0)T[J655!LD ^Lp 60 LD @3)65! 

Qaiurp ufTL 65)L ^iruiGsumb. 
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G U3 (3 6 Vi ^[fLiuLL L L 6 U SB 65JIU/1 60 Profit- 1 000/= @pj(g (o LD (2 60 

a_ 6TT 5TT 6U nj 65) Jj) U 65) <T 61 (If § §J fit a 6TT IT 6£| ID , 0-1 000 60 65) (J IU W 651 

^(if ®65)en Normal <g&a6^LD,0 @jd(§ (§65)[D!T) § 60 [d 65)0 (-1200) 

Red Qajfirfluug.^^)® aiT655T dla aG6B655 T ®id’. 

(Lp^6\fl60 § fj 6L| a 63) 6 TT (^§fT6B§J @60a S>M a 65)6T1) Q a IT 6551 L Column 

@65)65i§ Q^rfl6ij Q a iu u_] r&j a 6 ii. 

lil65T65Tfj 

Format Menu @60 Cell 6i65i§ aL L65)6n65)iu Click QaujiLjLD6urr§| 

G §IT 651 2)JLD §165)6551 Menu @ 60 

Custom 6T65TfT) a L L 65) 611 65) UJ Click QaiU§] Type 616510 @L§ 3 )l 60 

Curser g) r£lgn§afl 6j0a65iG6o @©a©LD f£)ufrj§ 65 ) 65 i 65 >iu <3iyfl§§]6iflL(F; 
(Erase), <^y) a655i Leonrry Type Qaiunj^iaen. 



[Green ] [> 1 000] General; [red] [<0] General; General 

1/1651 65IIJ OK aLL65)6TT65)lUU l_fl IJ G IU IT <SeTI U U 65T (Ip 60 LD § IJ 61] a 6Tfl 651 

r£l0LD(T00§65)§ <£i6o§(T65f)aa so hid. 

(§frfluq 

GlDfD (§frfl§ § 616351 ai65)l£)U lilnj {§ (,) 60l£60§ 65)^LLJ u3 §ffU) ( .00 ) L|6T7 6lfl 

65)ILllLjLD 6Ulf)r5ia6lfl0LDLil65Trr6D, £H§fT60§i 8634 > 8,634.00 6T65T lorrpi JD 

6lfl© LD lTI 63T (T 60 , 
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General siesruafleo ld n rri rn a>l65)65T^t>la[T655 T(§ 60ijG6B 655 t ®ld . 

[Green] [>1000]#,##0.00; [Red][<]#,##0.00;[Black] #,##0.00. 

Row 

Format Menu @60 Row6i65i0 aL L65)6n65)Lu Q^»rfleij Glauj ii]idGli[t§|, 
Q 0 §1 65 ) 6551 Menu Q§n f liu6u©LD, @§§j 65) 655i Menu @60, 

(1) Height 6i 65 i u§ 65 ) 65 T§ Q^ffl6ij Qffiu §n60 Q§rflq QaiLi3fl®a(§iD 
Cell a6rfl©]65)LLU 2_UJIJ§65)§§ 3? IT LD IT 6ofl a a 60 rriD , 



Row Height 


Cancel 



Row Height 6i65in) @l§ 3?60 Cursor gg Click Qffiu§i @®®@u> 
2 _ujrr§ 65 >§ ji? a d\ exfl L @ Ljafliu 2_iuij§65)§ so ip rej a 60 it ld . 

(2) Auto fit 616510 aLL 65 ) 6 TT 65 )UJ§ Q§ffl 61 | QaiU§IT60, Q 60 60 6 60 QQJ <2M6TT61J 

s_inf[fbi a6rfl60 @©a(§i6 Cell a6rfl65i sa_ iu rjr&j a63)err qGij afijnesr 

s_ uj [j § ofl pj (§ Qan655ig 60 rjr 60 n ld. 

(3) Hide 6t 6 ut no aL L65>6iT65)Uj§ Q§rfl6^ Qaiu§iT60, Row gssi afl 6m 65T 

^1 60 60 §] U 60 60 0* 0*1 65) 651 Q 60*1 § §J 65) 60 tt a 60 IT LD . ^ § fT 60 §| 
Q 60 6 rflu uiTfi 65 ) 6 oa(§§ Q§ffiiu it§ u L^ ID65)[D§§| 65)6oaa 60 fiiD. uniiaa 

G 6065511 $iu G§ 65)60 6jjpu®iD Guit§j ai§§ Cell @60 Click QffUi§ 
LTI 65 T 65111 Unhide 6T65I0 aL L65)6TT65)UJ LfljClUH^aa G60655T @LD . 

Column 

Format Menu @60 Column 6T6510 §|65)65sia aL l65)6tt65)uj§ Q§iflaj 
Qff iii ll| ld Gu[i§j, @© §J65)655T Menu Q§ifl lu6o © ld . @§§165) 6551 Menu 

@60 , 
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Auto Format 

ttLL6»OT6»uj^ Q^rfla) Qffujg) Type Q®uj§i 65 ) 6 ii§ §1©® ©id 

<3fLL61I65)6551®© §111110 QffUJUJLiULL 61119611 (51 ®65)6IJ 6 U ip 151 ®60(T W . (SlD/jj UI 0 

aLL 65 ) 6 T! 6 iDiu Click Qffuiiqu) Guu§i s>_©61 ]it ©id Auto Format sreot m 
§1 65) 6551 Menu @60 



Table Format siesin> «LL®aruJI«i, <si©afl 60 a_6ii6n Scroll bar g 

2-LlGlij(iafluu§65I QP60U) U6061165)®UJIT651 6111961115) ®65)6n UITjf 65)6U(litL60(110 . 

611^61115)*6ri Sample 6,65in) @l §^60 Q§ifliij 6 u©u). Q^rfleu 
Qffiu luu ul l 6 U 196 U£ 651 $ Sheet @ 0 )© QmnmQ Q* 6 O 6 ii§ 0 j© OK 

616510) ®L L 65)61165)111 d^GlUUafla ® G6U655i®lD. 

Options 6T65I0) aLLffl)6H65nu§ Q§if) 6 ijQ®uj§rT 60 , Gid 60 ^ 1 ®idii® Formates 
to apply STOTT ID §165) 6551 Menu 0§if)iu6ii©io gisiGa, Number, Font 
Alignment, Border, Pattern, Width/Height ^*<1 w 65 , 
QffiniuuuLi 0 ©&©u). @«®LL65)6n65iuj uf 655 i®io Click Qauj§), ©I® 

®LL65)6TT®65)611 eugaeunj nfl©® a Q®uj§ii 60 (Not Selected) Text 0 , 0655 ! 

U)ITJD0)i6^1p© 2_L ULIDUL LIT§J. 

Ex. 

Font 616510) ®l l65 )611 611 ga 6110 ) 0 f)©j 5 ^n 60 , sijB § Font @60 Type 
Qfftu^ 0 ®G 6 nri ^§§ Font §t«t Auto Format Style @eo Q§^]ui 6 ii©u) 
Auto Format Qauessi i 9 ©§§ Readymate 6 iii 0 § 65 )§ {Suuesrnj) Font uhi^id 

<3165) L UJ (1 §|. 
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Conditional Formatting 

(olDfT) Ul$ l_ 6?D 6TT (y) 6\) li) 

f^UFb ^65) 65T£bt®5& @ &_LULL 


QfflUgJ (Lp 3) 8j G> 6U 65) 60 0 651 HQ] 5> (3), 

G> 6U JT}] LlfT L 65) L 6U L£ * 60 H - U) . 


@§65)651 6J© 2_§(T0655IU) (tp60U) of) OTIGJ aH O. Gl * U 61T G 6U IT ID . 



Giomum § 06 ifl 60 200 qeiiEiflai®®© 6 u >«5 QujpsDaijaeiDsn 

61 (Ig§ 65)§U1 ID, 100 ^ Quid ED 6110®65)60 ^suuq § 10 ) 

61(l£§65)§iqiD @L® (§61jpU®§§l® SDL®® ®DL®®. 


6 lfl 65) L . . « . 

m)§6l5l60 225 Q§ULS®ID 90 6065)0 Q§lfl6M QffUJUir51®6n U16CT65I0, 

Format menu @eo Conditional Formatting eiesin) §165)6551 ®l.l65)6H65)ui 

J10GO1USID Q®uiuii 5 i® 6 ii < 3 ,uGuit§i G§R65ipiD §165)6551 Menu @60 



Condition 1 6 , 65 ) 0 , ®lL 65 ) 6 nuil 60 , Cell value is *,«□§«« Q§lfl«l 

Qffui§l <3l§0) (§ 6 §G 0 §lu!b§65) 65iujua Greater than or Equal to 

6T65T U *65) 651 Gl^rfl^ Q IU IL| * 61T • 

^pj© e§<20 @L§§160 200 6165) p Type Qffujiqaiaen j.§§)L65i 

^©afleo an 655 iu l!@id Format eieui jd p65)655i ®lL esienesiui Cite ®uip 

G 6116551 10 UJ §10) §65)§ Q§ffl61] QgUJ iqiEI ® 611 ■ __ _ 
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lilffirrsniT Add» siesr id adLemenenoj^ Qffuj ujicGuirgj (S^fissimjuj 

§] m Menu ® eo 



Guirevi Cell Value is S uj id, rflu|B&®«iuiir« Less than or Equal t< 
giiu>, SiS>!D (§ GjBGrf 100 girjiD Q^ifla] Qffujgi Format ctsot jd gjsDsrara 

aL L65)6n (jp60ID 6 U!J Q OJ651li 19 m jtflnjlDITsAuj ^)<anj 6IDU11JID 6 Uipmj a 6 ljlD . 

8 _i 5 j£ 66 ii Q^jflajasji ypi^jB^ Jlariairij OK eiaiiD adLoxaiaDiu aj(pi 5 iaajiD 
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Filter 


(BlDfDUl^ ftLL 65)6IT QP60I£) n <Sb 6TT rfl60 l£l U JB £ 65) 651 a 65) 6TT 6ULprbj®1 

^1^,63)651 fl5l©UgJI Q <? UJ U_| LD [J 61] a 65) 6TT 6lfl 65) 6TT 6U FT a QUfDP* Q S> fT 6TT 6TT 60 fT lb . 
^^IT6UgJ £5IJ61j L L 6U 65) 655T llil 60 U60 6U 65) a ILI FT 63T 6U fT L 65) a U LI 6551 ID 

QafT®aaUULl?©r&£[T60 Q© ©HfluJlLL 6lfaaa@ 2_L UL l£©a @L0 
61J IT L. 65) a U U 655T 3> 65) 3> Q a fT 655T L 6lf ® a 65) 6TT 3ffiLDfT65flaa60fTLD. 


Auto Filter 

Data 6T 65i id menu Sg^srfsiT Filter 6T65T|D aL L65)6iT65)iu Click 
Qffiu u_|U)6ufTg] (Sa^nesrpiD §\®)m Menu go), Auto Filter 6 t ot jd 

a L. L 63) 6TT 63) LLI Gl5jffl61] QfflUUJ (o60655T®LD. 


% 


$$ ^1P ?'/»>! y y ♦ 






««&■* 


A„ : $j*t 


S_-ID : 


9 © 6 iTl®£ £ljafT ^65T65flLlD 65) a IU 6lfl a a u u ® ib ailugiBJasri 
6 i eo 60 rr 6u|D 65 ) jdil| u) Excel Sheet @so Place, Room, Garage, Bath 
Rooms, Rent 6T65I [D6065)ailil60 ^LL6O 65)655IUU®0g)llJ-]6ri 6TnTfT . 
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©nfluLj: fiLiBi acnm (Place) Type QffuiiqiD g U 8§i siQppgiu Jimp 
@sosufTLoeo |pi Gajarai®i6. <9 i§it6ij§j 9© @l§£1id© ggy 

6ifl^u)rrsn 6T®§§jai (Sabrrgemsuemiu eoipreja(Beoerai@to. ^©rorrsiili^so 

asrai 65 fl < 9 i§ 65 ) 65 r geugnoiTir @lidit£6 ®©^1 aflgio. 

1.1 SlfL ®^ S,!J8>1 f ^ 65 T 6 ®flL(JP 6 Tt 6 TT <g>|L L61) 65 )6551 111 )ffljl© § §| Dehiwala 

@ QJI6TT 61 T 6lf © S> 6lfl 65 T 6lf] U J f 5 J £6 65 ) 6TT ^jfrfluj (Ip 65 ) 651 £!>) [D IT IT. 

(IpiSSlflsO §J 61 j <S)|LL 61165 ) 655165 ) 11 ) Q§[fl6g GlffWW g 61 ) 6551 © ID . J 1 6ST 65 Ilf 

Data —► Filter —► Auto Filter 6 T 6 vi no 6ii 65) a nil 6 \i a l l 65) 6 n 65) in 
@na@[5ja6ri. ^iu (Surr^i geuQeiJir© Field @s»id (Field a or u §| 
Place, Rooms,....) ^6D r^lno^aflsd 9© Scroll Bar a_@aiir@u>. @r5iga 
Place @©®@!D Scroll Bar gg @naa1 Dehiwala 6i6niu65)§ 

rfl 61 ( QfiFlU^fl) (o 6 U 655 T®U). 



1*2®® £[T&rT £ 65 T 6ffflLyp6TT 6TT S\ L L 6U 65 ) 655 T uil 6\fl (jj fj g| Dehiwala 

@ 6\5 2 _ 6 TT 6TI 6lf ® & 6 tfi 60 9 «iL( 26 U 2 ( 0 ) 6 TfllU 6 O S\ 65 ) ft) a 65) 6 TT ID 

^^la&LDfT*6i)uj QarrsffinL 6if © a&6rfl sot aflugriri® 65 ) 6 nu urrfT qd eu u_fl l 

(ip 65) 63T <9^1 (J) fT IT . 

(!P$ 6 lfl 60 $IJ 61 ] ^|L L 6 U 65 ) 655 I 65 )IU Q IU UJ (§ 61 i 655 T @ U) . Lfl 65 T 6BTff 

Data —► Filter —► Auto Filter suf pa (jp «d nr» il /1 eo (lp ^ eoH eii 

a L L 65 ) 6 T 7 65 ) LU U ifl [J (d ILI FT < 3 & LD Q ff LU IL| <9& 6TT . 

lJI65t65tit , Dehiwala @rD{§ ^sinn«r> ud uilevflQja &@ld Scroll Bar go @uj<sb < 5^1 

(.ipjbftflso Dehiwala gperi sir 6if ® a, erfl 6ri sifluijri sotot 

Qffiu ®6ri. 
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© 



2 Dehiwala 
4 ! Dehiwala 
7 Dehiwala 


Dehiwala 


lilasianiT, Bath Rooms @p6@ ^6irai650LDuil6dl(rr,a &@ld Scroll Bar ffi 
gwaail, Custom erenip ®l i_65)6ii65)n§ Q§ifl6ij Qffui iqnii aen. 
^|ljgUlT§| 9© §1 65) 6551 Menu Gl§lfllU 61)©ID. 



@§•§1 65) 6551 Menu @60' Bath Rooms eisriiD ®l§§' 1 id'® 
^16551 65510uil 6)51 ©a& @ 10 Scroll Bar ffi Q&M Q*ui§i is greater than 
or equal to 6T esi p § < 1 u§§ 65 ) 65 I 65 )uj 0 §n f l 6 i] Clffiu§i ^)§(l)@ 
518J5i65)lDLljl6^©a@lD @L §^60 2 6 I 65 IU 65 )§ Type QfflU§l ill J G IU IT S ID 

QffLU 9)60 (S6U655T ® LD . 

2.1 9© 6 iTl 1 ©§ §7®li §65i65flL(ip61T6n U L 61 ) 65 ) 6551 lifl 60 2 RoOmS fi_U) 
ai§(D@ ^)^laiDU® 6 ijiD ^J, 65 I[T 60 4 Rooms ffi 6 lHL ^|^lauSl6))60(TlDfllllD 
@©a (§U) Ul£ g_ 61 T 6 TT 6 lf©a 65 ) 6 H U n IT 65 ) 60 uil l_ (ip 65) 651 afl § 0 IT. 


§!T61j ^1L U61)65)655165)10 Q§lfl61) QfflU § J165T 65IIT , 

Data —► Filter —► Auto Filter 6165150 (y)65)noidl60 ®l uso) en »joju 
lilrjgiuiraiD Qffui®. gssfl Rooms @po@ ^i655i emiouJIe^ 

ScrollBar gg @iu®afl Custom 6 Tott p ®ll65)6tt65)iuu dlijgujnuflib®*. 

51LjguiT§| 9© §1 65) 6551 Menu Q § ifl IU 61) © ID . 
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gS^g]65)6TOT Menu gleo, Rooms gin)© ^©rfl 60 gs©*©iij Scrollbar 
88 ®waa>1 is grater than or equal to sisot jp f^Iuib ^6»65t«dlu Q^rflaj 
Qffujgi ^id© (SfbCSrr 2 *g 6iiLprujG6U 655T guj. lDsot 65 r ft And 

6T65T(T) a>L L65)6IT65)IU Q^rflsiJ QfflU UJ 6 611 65OT Q LD . ^^63T lTI 65T 63T ft is leSS 

than or equal to ersot a) rijlufB 3j65)65i65)iu3) Qa^fflei) Glffuigji 4 6 T 65 TU 65 )g) 
Type Qffiiigjj OK 6T 6ot rr> ®ll65)6tt65)uj LflfjGiurraiD Q^iu^eo (o 6 ii 655 TgiD. 

2.2 g© ftfLQgi gjj® rr $ 65T 65fl l (y) 6ii 6tt g\ l l su 65) 655i nfl eo @ © IB SI 
Bambalapitya, Wellawatha @eo wilQw gs®*©u) tafgaesmu 

U ft IT 65) 611 Uil L (Ip 65) 65T fill |T) ITfT . 


(!P£6\fl6\5 spreq <31 L L 61165)6551 65 ) W$ Q^[fl61) QfflU £ |_T| 65 T 65 ? ft . 

Data ► Filter —► Auto Filter 6i65i|T) yp« didu/1 so *l l_ 65 ) 6 tt 65 )uj 
lFI prGujrrabu5 Q^uj*. 


Place gjirj© 655T 65) id oil 6ifl © a © id Scroll Bar g> gjiu&^l Custom 

6T65TfT) S> L L 65) 6 TT 65) UJ U lil 0 ffi IU fT * ID QfflU&, ^LjGufTgJ 9 © ©|65)6551 

Menu Ga&ffiiu 6ii©uj. 



S A. GNANESWARAN, QUICK TEC ACADEMY 385, 2/9 GALLE ROAD, COLOMBO-06. T.P:504311 


&cce£ ‘91 © 


gSg> §] 65)655i Menu g! 6 D Place gSjD@ ai©fiA 6 \f]©a ©ld Scroll Bar $3 
gj lu a> &1 equals 6 ?sot no j^Iujb £65) 65T65)tn£ Q^rfley Gsiugj <£ig>[D@ 
GjsGfj Bambalapitiya 6T65ip Type Qffiu £60 CS6U 655T@ld. lHsot sonf 

and 6T65T0) &L L 65) 6TT 65)01*5 GfflUgJ Ilf 655T glD equals 6165T 0} 

j^lu jb a&65)65i65)iu Q^iflaj Q^iu §j , 9 iaj{D © CSn&©pr Wellawatha st so? gjj 
Type Q*iu£ 6D G6U 655igiD. lTIsot 65Tff OK srsot ro ®l L65)6Ti65)iuu 
lD p*(8 uj rr6 Bld Gauia&eo Gsueffor© id. 

Note: Filter rBL6u[9*65>aiLf]60 g!©*©LD8unrgi uf m Q id &&>60 

£061|&65)6TUL|ID UfTft 65)6UliflL 6Yfl©LD Lfl65T(T60 6TJ5 £ [5 L 611* 65) * 

©LDfD Qabasooir t® rr a&CsTTn ^£65i Scroll Bar g> uf sour @ ld Click QfflUj&J 

All 6T65ifD &L L65)6IT65)LU Apply GfflU IU G> 6116551 g ID . 

(JBL 6 U 19 * 65)36 GlD[DQfibfT655TL Scroll Bar [f 60 1^1 JD5^160 ®fT655IULlglD.) 
^eogogj Filter stsot ro ®LL65)6?nifl60 arc655iLj uguj Show all ctot jd 
*L L65)6Tf65)lU ®IU£6 flflujlD U65)[pUi {6165)60*© (Filter @0)© 
2L_LULL. 0)1 65) 60 * © ) 0*60 6 O 6 OITID . 

* Auto Filter n^65)60ufl60 @©ib^it 60, uf655igu) Auto Filter 

3>L L 65) 6TT 65) UJ @ IU & @ 6113) 651 (ip 60 ID £061] S\ L L 60 65) 655T uil 65T <3&01DU 

r^l65)6oa© Gffeo 6 O 6 OITID . (ai^fT6a©i Filter r5L6u^*65)*®6TT ai0)0) 

0>1 65) 60 ) 

Advanced Filter 

@fib*LL65)6n (LP601D 965Tpa&© ClDfDULL 0)1 U £ £ 65) 65T * 65) 6H U rfl f 60 65) 651 

Gffiu©] Qa&rr6rr eneorno . 

9 © 6 lfLg££0fibfT 3565T65flL(Lp61T6n L L 6U 65) 655T tlil eS\ © £ £1 61HTL65)*U U655UD 
6000 ©urrqiD ai£0)@ a£(jptD a«iL-(B6ij 2 @{D© GiDnjuLL s\ 6 t)ti)a> (65ID 
(Rooms) Q flb (T 6551 L 6lfg*65)61T U IT IT 65) 6U llil L {\p 65) 651 *1 jl) IT ft . 


(Ipgj6lfl60 (LP(LPS ^061|®65)6TliqtD Type QfflU UL|r&j 3661T . 


aTGLpGlUfT ^60 60§J ^IDfTfB^^lDfraGeorT ^lufB^65)65T*65)6n rfGjp &fTL LU UL L 
(tpso>n)nil eo Type Gffiu iqid *6ii. 
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&zce£ * 97 



Step(l) @60 Type Offiu^ (y)(tp^^(j 6 ^flB 65 ) 6 niL)ib Q§rfl 6 i| Qffiu§ iJIsbt 63 tit 
Data Menu @60 2_6tt6tt Filter sst no abl L 65 ) 6 Ti 65 )iu Q§r/) 6 i) Qffiu§i 
S\^\s 6 Advanced Filter 6 i 65 ip abl i_ 65 ) 6 n 65 )iu Q§[fla| Qafiu iijraj a&sn. 
aiuGurTgj g© §165)6551 Menu Q§rfliu 6 U 0 UD. 



GiDp anpu ul l §165)6551 Menu @60 

List range 6 T 60 T no @L§^l60, §[[ 61 )® 60 ) 6 na GAbfT655iL < 91 L L6U65)655IliJl65T 

Q§fflft| 5^65)60 Qjrfltufiu© id*. 

(*^i!liriu§^l 60 §fj6ija&65)6n Q§rfla) Qffiuiuri^lqsp £fT60 @uGuri§i List 
range 6i65ip @L§gl 60 Cursor g> r£lp§^l Mouse Point oproifi Q§rflaj 
QaFW§60 G6U 655T(3u) <9160 60 §1 Type Qa : lU§60 G 611 6551 (jjLD.) 

Criteria range ersotno @l §$60 Cursor g) ^lp§af! $lur&§65)65i65)iu 

Q§ffl61| Q AFUJ §J ®fTL(3§60 G6U 655T ®ID <9160 60§1 Type QffUJ §60 G61J 6551 (3 ID. 
§[t61J®(65lJD , J^lufB§65)65T65)lU QffUJ§ § JJ 61)Ab(65ID $Q\j GpfJ§3)l6D 

G§65)6llQlU65fl65T 

Copy to another location 6i65ip @l§^160 @(§&(§id a&lL 65)6TT65)tu 

Click QffiuiqiDGuiT§i Q^iupug r ^1 63)so llTI so (Active 94 a) Q§rfliL|LD 
Copy to 6i65TfD @l§a £]60 Cursor r£lp§ 0 ?] §r[6ijAb6iT surjGsussoT i^uli @l§65)§ 

Q§lfl6l| QfflU §J ABITL @§60 G611655I @LD . 
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Sorting & Subtotal 



<9J, r^J Abl 60 6T (U> § §J & & 65) 6TT <91 so 60 §j @ 60 Ab fib fBJ Ab 65) 6 TT AfI pi UJ 
OupiDrT65T§^l6^1(5J5§J Qurfliu Q U (T)J LD FT 651 § 65)§ GpFTAbAfl <9160 60§| QuifllU 
Gl U p LD IT 651 § A^l 6\fl (§ § §1 rflflfllU Q U p ID (T 651 § 65) § SjJfTAbA^l ID p £ \J 65) LD § §J Ab 

OAbneiT 6ii65)§ Sorting stsot 6uu ld. 

# aH frfl IU QuglllDfT65T§ §l60l(5JB §J QuifllU QupiD(T65T§ 65)§ GpITAb 

idp^j65)idu u65)§ Ascending order stsotGu hid 

* Qurfliu QupiD(T65T§ §l 6 rfl (§|5 §] slpfliu QuptD[T65T§ 65)§ GjJjfT Ab A^l 

iDp/[j65)LDu U65)§ Descending order 6i65iGufTLD. 


vTrl A Z...' 
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3 jVishakan 

4 [Thulashi 

5 ; Sylviya 

6 JLavanva 


b .j 

Index Ho. 

45612 

78456 

42156 

12546 

98754 


GidG 60 sl_6tt 6tt §rr6ij <91 l l 6u 65)6531 uJl60 Name 6T65T p Field jg Ascending 

I 

order @60 Sorting Qffiu§ 60 . 

Step 1 

(tp§6\fl60 §fj 61] <91L L 60 65) 655165) ULI§ Q§ffl61] GffUJ §j Q Ab IT 61T (65 fBJ AB61T 

Step 2 

lD65T 65tit Standard tool bar @60 a>nmu u@id f| si63i p abl L65)6TT65)iu 
Click QfflU §60 G6U655T@ID. 

@6U6inrp @ iu ab a^I 65ifT 60 §fj6i] s \l u 60 65)655i Ascending order @60 611 (5 ID . 

G LD FT) 9n.pu" UL L (ip 65) p U_fl 60 Sorting QfflU 6U§65IFT60 § (J 61] 

<91LL61J65) 655TLJ_fi65T (ip § 60 Column @65) 651 ID L @ G ID Sort Q £ LU §] 

Q Ab FT 6TI 6jT6\)JTLD , __ 
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Data Menu @eo Sort ctsot nu &l lgd 6 tt 65 )lij Q^rflsi) Qtfiueo^ein gpgi old 

6lfl(]T)LD l_f) UJ 60 fT p £ IJ 61j & 60 6TT 6 ) p 60 ffl 60 llil 60 (Ascending Order) <9160 60§| 

{5suffi65)ffiiil60 (Descending order) Sort Qffiup Glarrar 6TT60[tid . 
(ipgj6tfl60 5fr6i]*65)6n Type Q^iu iL|rBi«9 &ctf (ulid 1 ) lilsnewfi ^fj6i]*65)6n 
Qgjfflaj QfriugiaflL® 


ULID (1) 




W ■ i V 






10 VHiiifcn 


VSSCKK 




Data Menu @ so' Sort 6T of id 

3>L L 65) 6TT 65) UJ LSIIJ (3 LUfTafl <Sb fib Q 60655T gif). 

^uGufrgi (S^rr65igji ld p 65)65m Menu 
@60 My list has siswjD jleo 

®fi6wru ugixi Header row grew (D 

& L L 65) 6TT 65) UJ @ UJ 3> (§ 60 £ 65T y) 60 LD 
£IJ6l| ^1L L6U 65)6551 oil 65T Q 60 Q 60 fT 0 
Field @6 &t giu) Heading g) Sort by, 
Then by (2 u rr 65 t jn @ l rhi & erfl rij ® 
Oabfr653i®60[t60fni). No header row 

6165TjD 6E» L L 63) 6TT 65) LU @ UJ & 65TIT 60 

9 60 0 60 it © Column @ 6 ®t p ld Name 

$ it 65i G u) ftj a* noil iu @ l rai ® erfl 60 

flbrt6551U U@LD . 
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I y*iw6x£<:i j r 
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fm - . . 1 ' ' 
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Sort by 6i65 t no s >l l65)6tt 65)iu£ Q^rflq Qffuj60^63T (Lp 60 uj, 6 Tf 5 £ Column 

@ 65) 65T (tp56fT63)lDLiu(B^^1 6J p 60 ffl 65) ff <91 60 60 p @ fl) I5J ® 60 ffl 65) 
0<TujliJ6lfl([5fiba^jTffT®6n 6T65TU65)£ ^ ft ID IT 63fi <Sb & 60 IT LD . 



Then by 6T60Tro ®LL65)6TT65)iug> Q^rflsxi Qffiup itf65iri($ii> < 9 ii 5 £ 9p6oifl65)a$ 
fi 5 fJ 6 lj ^]LL 60 65) 655T ujl 60 LfllJ£rT65T Sorting < 91 60 IDU dl60 IDfTjj jDLD 6T§J61)ID 
6JfT) ULfT ID 60 <9I£@)|6TT (B6TT U?655T@LD Sort GffUJ £60 . 

Name giesirD i_fljj£iT 65 T Sorting @fD@ 6 ii Total 6T65T u£65) 65 r 
gp6Orfl6ff)ffuil60 Sort GfflLI£60 G60633i@li>. (uLID 3 ) 
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(2id rrj 8nrDU ul l ^ rj6i| s\l l 6u 65) 655T u/1 60 Name sianro Field go 
gg)jftj(/l65)ffiifl60 Sort Qaw §1617 (SenfTiD iil65T6JT[j Then by a l l 65)en65 )lu 
2 „uGiufTafl$§i Total g> 6jrpj6)J!f)65)aui)60 J][j£FT65T Sorting @eo ld anano^65){& 

6JfD U(S^^fTlD6\) QfflUlUU UL061T 6TT gjJ. 
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ulld (2), ulld (3) @eo Sylviya @6p65)LUJ Rowa65)6ir a)6u$fT65fiuu£65i 
yp60LD Qfi&rflrBQarT6iT6n60fni). 

** Name, 6i65T|D Li]fj$rT65i Sorting a_uj, Total stott pa Sorting 

2 _ii ld a rjj fD id 6 ff) l_ lu a ld sv5 @®aa Tamil 6T65T u£65)65i @ a) r^j ®6ijrfl65)aiijl60 
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6 id G 6\)U) 6tr 6TT £ r[6i| a erfleo. Chicken, Vegetables, Mutton, Pork si sot a> 6U65)® 

2L 655T 6L| a 65) 6TT a a\LL£ QlDfT^^U Q UfT)] ID IT 65165 65) £ 6lfi 65) 6TT 611 fT a QufDfflJ® 
QafT6TT 61 i£[T) (§ @£65) 65T 2L_uGlUfTaUU®^§j^65TGfDmD. 

6 TUUlp @£65)65TU U UJ65T U @ £ §| 6 U§| ? 

(ip$6tf)60 Excel Sheet @60 Gidjd anjuu ul l (ip65)pnfl60 Gunopa 
QafT6ii 6 ttu ugiD 5 \j 6i] a (<rn> a 6 a jd u Ty pe Q a lu p >Q a it 6ri (gnj ai a 6ti lHot ot a, 
Data Menu @60 Sort 6T65TJT} sll65)6tt65)iuu lF) jGuj a<5^1^ p Food 
(g) (Lp 6U 65) 3j IL| LD (Sort) 6 J p 61 J if) 65) a < 9)60 60§j @fDIEi@ 6N ffl 65) a U U@£ gfltt 
QafT6fi (6TT>raj aeri. 

gSuGurrp £j 6 ija 6 ri arajjsuffl<9i60 60 p jgfDraj @ 6 uifi 65 )auil 60 Q$ 65 tu@ld. 



(gfrfluLi; (1) Food g) Type Gain ll|ld Gunp Chicken 6 T 65 Tp Qaag&aso 
Q^a Lftrs pu> Chicken ctsst a)j ^asoi Ganga® (S6N 655 T @ld . 6T(jp$pu 

l_fl60)Lpu_fl([1jf5f5fT6D 611(1) 65) {D (B 6U ay 9® @ 65T LDfTa a655I65fl 6lfl 6HIBJ flfl ® 

Qarr6 tt t§ 5 id . ^aG6ii ©(Brp uja^lifl Type Qatu ^60 G6U 655 t@ld. 

ttf655T 0 id l 6ii65)655T65)tu^ Q^ifl^Qaiu §j6iIIl ® Data Menu ffi si 

Subtotal 6T65TU65)^ Apply QaiUlU G6B 655T@ID. aiuCufT^I 9 ® 2^)65)6551 
Menu Q^ifluj6ii®iD . 

S. A. GNANESWARAN. QUICK TEC ACADEMY 385, 2/9 GALLE ROAD, COLOMBO 06 I |» 504 U I 




&xcel‘97 © 


tcccel‘97 © 


@§ § 165)6551 Menu @60 At each change in 6T65TfD @L§^1eo Food 

6T65T U 65)§lij UD Use function 6T65T fT) @L§5))6ti Sum 6T65T LJ65)§LL|IJ) Add 
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Chicken 

Vishakan 

4 

1 

2 

7 

24 
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3 
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3 

1 

2 

6 

r 24 1 ! 
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4 

1 

2 

7 

f 26 J ! 

Yishafcaa Total ! 



7 

! 27 1 
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1 

2 

5 
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f 29 ’ 
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2 _ 

1 

2 

5 

{ 30 


Thulashi Total _ 1 
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i 31 i 
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5 

2 

3 

10 
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32 l 
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5 

2 

1 
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f 33 I 
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2 

3 

1 

6 
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2 

1 
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4 

. 

! 37 

Vigetables 
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2 

2 

8 
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Vishafcaa Total 



6 
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m 

3 

1 

7 

I 40 
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Vigetable: 
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1 

3 

S 
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Thulashi 

2 

2 

3 

7 

f 43 


Thulashi Total 
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Drawing __ 

6p 6ij Q qj rr Q 5 Q$rr($ui_|&6rfl6£]LD Drawing 6T65ifD u($$1 @ 65 ) 655 ia> &i_i 

U L g 60 60 $J. S\$ &) 0^T(5|Lj L| <5b 6Tf) 60 <91 65) 60 & 6Tfl 65T C> $ 65) 60 S> (fjj gfl 

6065)JJHJ&<9nl9UJ 60 l£ 60 fBj' & 65) 60 60 65) J 60 $ fT) (§ 6J ID JD (Ip 65) (T) llfl 60 

£BL L 65) 60 <9> 65) 60 @ 111 * &1 601 £ 60 15J <9b 65) 60 60 65) [[$ $1 Text @0 (§ (SlDgJJU) 
QlD(59fiL L60ITID . 



@$ 65) 651 File @60 6j|Dug$$j6o$n){g Standard Tool bar @eo Drawing 

6T65TJ) &LL65)6065)UJLi lil jj 6 UJ fT 8a\ IL| fBJ & 60 . <9160 60 $] View 6T65TfT) Menu 

@60 Tool bar ct 6?rf jd $j 65) 655? Menu go Click Q^oini 60 (njiD 

<91LL6065)655TU_fl60 Drawing 6 T 651 LI 65) $ Click QfflU lL|r&j ®6TT . 

Draw ( fib L L 65) 6TT 1) 

@$$® fib L. L 65) 60 65)LU$ Q$ffl61] QfflU$| <915)160 60(lljLD Sub Menu @60 
Order 61651$ sl L65)60 65)iuu lilrtGiun^u u$65i (ipeotD ulibI * 65)60, 
60 19 60 (Bi 5 > 65) 6TT Text 5b 65) 6TT (ip 65T g)] fib ($ , l/1 651* g)J fib (g Q * IT 6551 g 

Qffeo 60 60IT ID . 

Select Object (fib LL65)60 2 ) 

601£ 60 65) LD $ $ 60 L£ 60 fBJ fib 65) 6TT ^60 60^1 Text BOX @60 Type Qffllj $ 

67 OP §d& ®65)6TT $*IT$$ (d 60655T LD IT LlJl 60T (Ip$6tfl60 <9J60 60l^60$65)$ 

Q$rfl6I) (Click) Q^IU lL|rbi a&6TT. lFIsUT 6OTrt <91$$ 60 L 960 $gfl 65 T 6 )fl 6 TfllDL|fib 6 Tfl 65 T 
[BQu L| 61 T 6lfl®6IT $6Tjl[T$$ ^65)651111 @ L Q U) fT 65T frfl 60 Mouse Point < 5^,60 
Click QfiFUJ$ 60655T 655TLD $«SblT$$|fib. <91 LJ G> U 0 $J CurSOr 601 ^ 60 LD $ IT 6510* 
§>$$ 601£ 60 $ gfl 65) 65T QujDgyab Qfib IT CTT LD . 
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Rotate (ffiL l65)60 3) 

@|B$ Rotate SB l l. 65 ) 6tt ^Lp so LD Drawing Tool *65)60 2_uGiurT*1$$i 

60 65) IJ J5 $ $| IJ fEi * 65) 60 , 60 L* L IEJ fib 65) 60 ,91 60 60 $] 60 L£ 60 Ibi * 65) 60 

^]©Liu 60 rnD Text * 65)60 ^lflju Lj6o$nj ($ Word Art @ 6 £j 6 ii 60 Rotate 

*L L 65 ) 6065 )IU a_ LI G IU fT fib U ug$ $ G60655lglD. 

6TU Ul£ $(ITjU Lj60§|? 

(ip$6\fl60 ^l©UU G60655T I^IU 60l^60$65)$ Q$lfl6)J Click QLU LLJ rBJ a& 6TT 
|_fl 60T 63T IT <9I$65T $IT65T(Sj (Ip 65) 60 fib 6lfl 60 Q$lfllL|lD Uff65)* JT)1[DID Q*fT655TL 
L| 6TT 6Tflfib6ffl 60 Q65T 65)jT) Mouse (ip 65) 65T 65) IU GfiblT655ig <91 (LJ> $ $1 III 60 6551 6551 LD 
(Click Glffllisj 60 655i 655T ID ) G60655Tl^lU 0)1 65)* G$IT*^1$ ^(JULj*. 

< 9 iuGuir$] Click QaF lu ll| tb L| eo 6rfl 65) tn 65 )ldluid rr* Q*fr655T@ <£160 

60 L9 60 ID 0)1 (ITj LD L| LD . 

Auto Shapes (a l l 65) 60 4 ) 

@$$ *L L65)60Liil651 <9KQjfl^60 @©*@LD 6U1960$65)$$ 0$ffl6)J GfflU$fT60 
U 60 fibL L65)60 <9165) ID U L| fib fib 60 fi_ 0 60 IT ($ tD @H>$ <9165) ID U Q & fib 6ffl 60 

G$65)60LUfT65T 601^60$ 65)$ Q$[fl6H QfflUgl 601$ 60IBJ * 65) 60 60 65) [JIU 60 fT LD . 
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CiP 60 ld (B n& rf S a rr ® a ffri 

2— LIGUJfT(5^1 LJ U5j65T (y)60tD 

Dash Style (®ll65)6tt 15 ) 

G LD fT) U l£ ®LL65)6TT65)ILI£5 Q 3) rf] 61] Q # LU g] 2_ U (S UJ fT U LJ ^ 69T (jp6\)U) 

G&rrg®6rf)65T 60L260fhJ ®65)61T ID fT fQ fT) 60 FT LD . 


EX: —.- — OK 


Arrow (&ll-65)6tt 6 ) 

& L L 65) 6TT 65) UJ 2_uGlLirT&lLjU3)65T (y) 60 LD S\ LD L| fib @ JT)1 <36 60) 6TI 
60 65) |J UJ 60 U LD . ®L L65)6TT (16) gg &_uGlUrrrflLi U$65T (ip 60 LD aHDqa 

@frfl®6Tfl6W 60l£60fbi S>65)6TT LDITfT) {D 60 IT ID . 



Rectangle (®l l65)6tt 7 ) 

®L L 65) 6TT 65) UJ £_uGlUfTaflu U£65T (y)60LD Box 60 65) fj UJ 60 fT ID . 

60 65) (J U] ID BOX @60 6lfl 6Tf] LD q £6 6lf) 60] 60)10111^^60 2_6n 6TT q 6IT firfl ® 65) 6TT 

Q$rflojQ®ujg| aj«»!Jf5£ Box ggjjewnu ^jaeo, jrf 6 Ti£ 65 )£ 8n l l 60 itid , 
@65) [pa ® so rr ld . 

Oval Shape (®ll65)6it 8 ) 

® L L65) 6TT 65) UJ 2_ LlGlLUTfiflu U$65I (ipgOLD Oval Shape, 6UL LID 
111 60 fl) 65) IT) 60 65) jj UJ 60 FT U) . 

Note: 

9(5 ^§ 1 ( 1 ^ ^|60 60 §i 6otI lid £ijn& 6065)juj 6iH @id i_fl 65T fr 60 , Keyboard 

@60 Shift 6T65ijD ® L L 65) 6TT 65) UJ Gg)fT LIT# rfl UJ IT * <£|(L££ 3)1® Q®IT655T g 

aJ65)J[Bfi&nr66 6065)[JUJU LjglD Box ® g>] IJ IDT® 61] LD , Oval Shape 60LLLDFT®61]LD 
60 @ ID . 
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GlDITj Ul£ ® L L 65) 6TT 65) LU Qgjfflei] G 3 IU 60 3) 65T 
(Line) 6065)fJUJ60fTLD . ®LL65)6TT (14) @65)60T 

Garrg<966Tf!65T 3)l#U q® 65) 6TT LD fT IT) fT) 60 FT LD . 


txcel‘97 © 


60LL$65)£ <9I60 60§| 3§]fJ£65)£ ^[JfT® rf)frfl$fT®® 6 lfl ® ID lil 60T IT 60 Shift 

6T65T jD ®L L65)6TT65)LU ^L(Lg^ U 606551 650110 @11166 fitfl65TIT60 ZlJFT® 

@65)rD[5§| Qff 60 6p]LD. 

Text BOX (®LL65)6TT 9) 

@[ 5 * 5 ® ®L L 65 ) 6065 )UJ<56 Click QfftU §J l_fl65T 65Tif MoUSe gg 

L% 3 >£ 606551 655110 BOX 60 65) [J [5 £ IT 60 Text BOX 2 _® 60 (T@LD @f& & 

Box @ 65 i 2 _ 6 ttG> 6 tt Cursor gg 9® Text g) Type Q^ujuj60iti3 . 

Text Box @6£|6TT6TT Text gg 6Tf5J@ G60655T g LDTT65T rr g^lLD ( 5 ®IT£$ 60 ITU). 
Text Colour (®ll 65 ) 6 tt 13 ) gg s_ u CB uj rr <afl u u^eoi (ip60tD ldtt rt) no 60 a ld . 
Text Line Colour (®l L65)6n 12 ) gg 2 _uGiufTrflu u^65i Qp60io Text 

Box (®LL 65 ) 6 TT 11 ) gg &_ U G LLI fT £$ U U£65T QP 60 ID Colour Fill Q ff LU UJ 60 IT LD . 



Fill Colour (® L L.65) 6TI 11) 

6065)fJUL^^l[D@ 60IT655T LD IT fl) HQ ID Q 3 IU tU @ {5 3j ® ® L L 65) 6TT 65) UJ 

g^uGwfT<5&1fl6fl660fTLD. GlD60 3)1®lDfT® 60fT655TLDfTfTjjDfBi®6TT, 60IT655T 
60 [£ 60 65) LD U q <96 <£& 6TT G0j65)6O 6T65fl65T Fill Colour @65T L£ U @ 9>1 U-fl 6$ 6TT 6TT 

More Colour gg < 9 i 60 60 gj Fill colour gg Qajffl6i] (Click) Qffui®. 
More Colour gg Q3j[fl6i] QtfiuLqiD Guft^ CS ^ it sot gjj ld gjj 65 ) 655 i Menu 

®eo 










Caxd‘97 © 


CllStOm (ULID 1) 6T65T fT) & L L 65) 6TT liil 65) 65T £ Q^rfl 61 ]Qff UJ 3 >rT 60 UL^aJlsO 
&ITL L U U($LD <9J65)LDUH Q 3> ifl UJ 60 0 U) . @151(3) (o6Uffinni^LU 611 IT 6551 3) 65)3) 

Mouse Point < 31,60 Click Gl^tu iljld Gurrgj New 6 T 6 wt nj u^^liqeiT 6 tt 
6UfT655UD Q^ffllJJ 6 O 0 LD. <91£65)65T OK Q 3 UJ$[T 6 D Original ULfib^leO 

QgjffllU 611(5LD • 

Standard (ulid 2) 6T6iri{T) ®ll65)6tt65)uj 3) Qajrflaj Q 3 r u_i 3 jfT 60 , 

611 IT 6OT ® ® 60 U L| <5b 6TT Q ® IT 655T L 60 IT 6551 r&i ® 6T7 Q £ if] LU GO (5 lb . @ ft! (2 & 
ri))65)60& (3j£5 §|® 6®fTLl£60 @lUfcj(3)lb 6116551 655111) 611 l^t 6116tD LD £B <9>U LIL L 

(ip s> 6*it 655Tu u(ga£l65)uj Mouse Point < 31,60 Click Qffiugii ldit nj gjjeu^ 6 st 

Qp60U) 611 IT6551 U) fTIT) [DIBJ do 65)6TT 6JIB Ll@£ $60fTIJ) . 


Fill Effects 

G LDjB Ll 19 & L L 65) 6 TT 65) UJ 3) Q ^ rfl 61| G®LU61l3j65T (g)60U) 6lD6£|lD 61KT655I 
6111^1 611 H&i 65) 6TT, 60 IT 6551 & 60 U L| fib 65 ) 6TT 2_([Ij6UfTfib&60fnb. Fill Effects 

®L1l 65)6TT65)UJ3) Q ^ rfl 61| Q 3 : UJ 3j 6lj L 65T fib U 655T U LI @ LD 3)| 65) 6551 Menu 

@a), 


v<ww<w-- v •• 




mi t a:m 




Gradient 6T65tjd &LL65)6TT65)iug) Qffuigi < 9 i 3 ) 3 yL 65 i One 

Colour 6T65TfT) & L L 65) 6TT 65) 111 Click (ol 3 LLJ ^1 ($ £ £ IT 60 do IT 6551U U ($j ID §J65)655I 
Menu @60 Colour (1) 6T65iro @l^^160 6 ifl( 5 ui t_f!uj eu it ewr^ 65 )£ 

rfl 6i| Q^iu 1U6 OHID. afGg> arr655iu u@ib. 4 ] 

Dark Light 

6T65TjD <9165)IDU J165T {Tj ($ U LI (g flfl U_fl 60 do\ 65) LIU IT do @ UJfri fi£)fib Gfl6IT655T l£(5fi6 (3j LD 
S L L 65) 6TT 65) UJ Mouse (Ip 65) 65UU IT 60 Click QfflU^ 60 655 T 655TID [B ® IT 3 ) 3 J 60 3 ) 65 T 
(!P601D <91£65T Q rrfl 65> 611 (agjlljq, G60 6TT 65)6TT 6U IT 6551 ff Q®frfl65)6U) 

3ifiLl^a& (3j 65)jT)3> 3>60 FTLD . <9I3)3)|L65T @G^ GufT 60 TWO Clours 6 I 65 T (T) 

® L L 65) 6TT 65) IU Click QfflU 3>| <91(5-5^60 ®fT655I|ju@lD Colour ( 1) 6T65T |D 

@L3)3)l60 6lfl 0 U) lil UJ 60fT655I3>65)3jll|lb, Colour (2) 6165T IT) @L 3) 3)160 

6lfl (5 ID lTI UJ 60 IT 6551 ^ 65) ^ LLj ID 60 [p fBJ (3> 60 3) 651 (lp60LD 9(Hj 60IT6551® &60U65HJ 

s^(56oir<56®60mb. 
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Shading Styles gtsot no @Lf 5 g>l 60 6ifl©ir> dliu 611196111565)15 Qg>id6i| Qffujgj 
^t^§|L 65 i Variants si sst no @ l. £6 ^160 a_6n en [ 5 it 6 ist® so i^surei a&srfl so 
©sst ©DID Q$rfl<nj Qffuj so^rrsainsd ^mso 6ijit 6551 soi^so lo Sample sifflipo 

O^ffluj SO© LD . Lfl ssi 65TEf OK ST 651 J) ® L L 65) 6TT 635 111 U 
lTI u (B uj rr a^l ij ua> 65 i (Lp60ir> <511515 60 it soot 611196 U 15 65)3) Original ULi53>)fT)@ 

@ L 60 fT ID . 

Texture 

(SiCfDui? 4 LLGDffnsDiiJ^ Cla&ifl 6 ij Qffuj^ tt60 9 © §i«n®m Menu Glabifliu 
611 © ui. 



§ 1 65) 6HI Menu @60 U60 SO IT 65®I *60UL|S6IT OaiT655il_ 6111^611151*611 

Q^ifliu 611©10 ©srHuLiluL 9 ® soi^so^en^ Q^iflei) QffU)§i (^^6ni 
611 ly 6113 ) 65 ) j Sample 6i6ri no @us^l6»i uiht* * 60 tru)) OK 6T6MID 

*L L65)6TT65)lULi lillf6lUlianUU565i (g)60ll) 6UI96U15i*(®*@ ^ 

611 IT6551® 46065)61165)10 gjD U©^ ^60SU) . 

Pattern 

6lDfDUI9 4LL65)6TI65)IU(5 Q ^ ifl 61] OfflU^lT60 Q© g)65)655T Menu O^lfllU 
6U©ID. @^§ 165)6551 Menu @60 U 60 6iiiT655i 6111?611 id 4 6ii (Pattern) 

G4IT655TL 611196111514611 G ^ l(l IU 611 © 1C . ©nfui/lLL 9 © 6111? 611 £ 65) gj 

Gulden Qffiu §1 gii-sin Fore Ground eissi id @l^^I60 661165511910 

6U it 6551 ^ ss)s> il| ic, Q^id6ij Qffiu 8 >n 60 Pattern gg so it 6D5i umtid id^ ^1[D© 
a_LU©^^ 60 iru). 5t^siL65i SifbM eumeiienuni 6®u Sample eianip 

@L<58jl60 ^6U^H65fl4 460HlO. @JB 9 , ^Sff)IDU J165) 651 (60196065>IDU lil65)«5I) 

611 19 611150)160 (^|^1T611§1 UL^^l60) 9[DU©^^ 6 lll©tD dlsSTlT 60 ©(tSIulUCl 

Pattern g G^rdei] Qffiiisi 6 i/1l© OK eissi jd *l l esienenuni 

Jllj6lUlTad44 (o611655i(i)U). _____ 
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Note. 3j Fill Effects ^ 65) ld Li 65) u Page Back Ground erfirijo 

aLL65)6TT65)LUU l_fl [J G LU fT 65 @ LD G Lf a UW6&iu0^£6\)fTLI). 

®JD@ Back Ground Colour go Qairgii u^nj © uLU65Tu(3a&^6omD.) 
Out line Colour Qll6eh>tt 12 ) 

GLDfjj U &L L65)6TT65)UJ &_uG tUfTfltffiFi §) 6065)IJUL$ 65T Out line @65T 

Colour @ 65) 65T LDfT0)IT)LD Q 3 LU UJ 6\) fT LD. ^)6\) 603>] @ 60 60 n LD 60 Q 3 LU 60 3) IT li_fl 65T 

Out line Colour @60 None 6T65tjd aLL65)6n65)Luuij]jjGLurTanaa Geuescr @ld . 
Font Colour (&ll65)6tt 13) 

Drawing Tool @eo SLerim Text Box §3 Luuesiu®^ Type G 3 lu£ 

3jJ£6 &(6TT>a (3j 60 IT 6551 LD JL. U G LU IT fl&l ® a GlDnjut^ a L L 65) 6TT 65) LU U 

UUJ65T u@a& 6560rru). 

Shadow Box (aLL65)6 n 14) 

File 6p65r rrfl 60 QuLi^®65)6n (Box) isTipeo (Shadow) uLri aGernr® 

2_©60ITa @60 3)0) (§ ®{53>3> <9> L L 65) 6TI 65) LU 2_uGlUrr fiflflb a 60 ITU) . 60IT655T 

Box gg 2 _( 56 )jfT® @6U£fD @ (ip65TL| Drawing bar @6£]6 tt6it Box gg 
Click Qaiugj @@ Box gg 6065 )ijib$ Lfleoi esrn Apply Qatuiu GevjsraT@ ld. 
I_fl 65T 65TIT Box @65T 60 l£ 60 fib 65) 3> G ^ rT 61 | Q 3 LU 3 jLfi 65 T Shadow Box 6T 651 fT) 
a L L 65) 6TT 65) LU G ffl 6Lj QaiUgil ^ajGa fib fT 655ILJ U @ ID 0jUJfTfT QffLULUUULL 
Shadow 2L.L65T 3ftl£lU Box fib 65) 6TT dl J 6 LU fT afi fib fib 60 FT ID . Shadow @60 
ld rr rr3 pi ld G^«D6uu ui^sst Shadow Setting 6 T 65 T u£ 65 ) 65 t G$it 61 ) Qaiuiu 

G 60 655T 0 ID . @3)651 (Lp 60 LD Shadow g) f5fT65I0 3)1 65) 3 3 6TT1 6£| ID 

j53ITfi& ^60fTU) . 
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Shadow setting 


(a)(b)Cc)(d)Ce)Cf) 

Shadow Box (3LL65)6 tt 17) 

Box g> Drawing Tool go uiu65T u@£ a? 60 65)ijr5 3> Box @jrj@ Apply 
GlffLu lu G 6ii 655 i 0 id. ^uGufT^j 2 l_ © 6u a @ ld Shadow ^ 6O60§] uaai i>, 

@L3jlUfib 3LD , GLD60 Ufib 3LD , fif Lp U U fib fib 10 G^fTflbfifl IT) 3 IT 3> 3) 60 IT ID . <9I3)§jL65T 

Shadow Colour @60 ld a [D pq ld Q3lulu60itld. 


Shadow (On/Qff) (3 ll65)6tt A) 

G ld rrj u flbLL 65 ) 6 TT 65 )LU Apply Q 3" uJ 6o ^ 65T (ip so ld U65)ipiu Reset 
[5*1 65) 60 fib (5j Q 3 1 60 60 60 IT ID . (<£1 £ IT 60 §1 IJ LD U 3> ^1 60 BOX @©jB$ 
{5°! 65) 60 fib © ) 

Nudge Shadow Up (ail l65)6tt B) 

GlDIT) UL^ 3 L L 65) 6TT 65) 6TT Apply Gl3LU60£65T (tp60LD Shadow 65)60 GlD60 

GfBiTfibfi^ (Move) rsfibrr^^ 60 iTLb. 

Nudge Shadow Down (3LL65)6tt C) 

G LD no Ul£ fiBL L 65 ) 6 TT 65 )LU Apply 03^60^651 (ip60U) Shadow 65)60 

GlbfTfibflfl JfiblT ££60ITID. 

Nudge Shadow Left (a l l 65) 6ir D) 

GlDfDUl? ffiL L65)6TT65)LU Apply Gl3LU60£65i ^)60LD @L^1 U331DIT3 

Shadow 65)60 {Daiia^eofTiD. 



GLDfTjui^ 3 L L 65 ) 6tt 65 ) LU Apply Qaiu 60$65T C \P®U> Shadow 65)60 6060§) 
uaaiDiTa rbaiT£53>6D(nD. 

Shadow Colour (sll65)6Tt F) 

G ID no U L^ aL. L 65 ) 60 65 ) UJ Apply QaiU60^65T (ipeOLD Colour IDfTfr [D^^65)65T 
Shadow @id( 3j 60 LpajaeomD. 


3~ Dimension (aLL65)6n 18) 

Gldidli^ a l l 65 ) 6tt a* ($) ^essiesriDu/leo @©®(§^ Scrollbar g 
LilfjGiuiTfi^^^fT 60 3-Dimention 6oiT655uj uLnoaeri Q^ffliU6o©ii>. 6T[b^ 
60 1^ 60 ID G^65) 60LUIT65tG^[T <91 £> 65) 65T Gt ^ ifl 6VJ Q 3 111 UJ 60 IT LD . G LD ID 
601^60^65)^ ai65)lDaa G60655Tl^lU G^65)60 6JJDULLIT60 3-D 

Setting 6T65TfD aLL65)6TT65)LU LflljGLUfTalaa G60655i(j)LD.___ 
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[3-D Settings 


0 


i 


3-D (On/Off) (ffiLLflPOT A) ®®©®®©©®®® 

Ul 9 L 65) 6IT 65) UJ Apply Q®uj6U§65T (lp60LD UfflDLpLU (Reset) 

n^l65)60®@ Q^60 6U 6\) rr ld . 

Tilt Down ( sb l L 65) 60 B) 

(oLD nj U L£ & L L65) 60 (Ip 60 ID UL§65)§ £ l£ G ITj 0 & fl^l 0j) © U LI 60 fT LD . QsjfTLfT[5§| 
®l l65)6TT65)hi Click Qffiugj] QafT655Ti90fl&a ^iu LiLii) afij) Gib it® g£\ 
$1©idl|id. 

Tilt Up (® L L 65)6!T C) 

(d IDfT) U L£ ®LL65)60 (Lp60LD UL§65)3j 6 LD 60 G Jj IT ® fl£! <9j)©U U60LT LD . Q5jrTLlt|5§i 
S> L L 65) 6 TT 65) UJ Click Q<9 r LU§J Q ® fT 6551 0 ® ® ULLD GiD 60 GfTjfT®< 9 >l 

3)1©LD L| LD . 

Tilt Left (&L L65)60 D) 

GlDIDUip ®LL65)60 (Lp60lD UL§65)§ j§L§] LJ <9& 6b LD G|BfT®fl£l af) © U U 60 fT LD . 

Q a> 0 l it 5 §j ® l l 65) 6 tt 65) lli Click Qffuj§i Qa>nm ip©®® ^iu ulld 

@L§J U® ®LD GfijOififl £fj)© ID L| LD . 


Tilt Right (®l L 65) 6TT JE) 

(BlDfDUl^ ®LL65)60 (Lp60lD 6U 6U LI 6b 6b LD <S [B IT 6b 6^1 £1©U U60IT1D . 

Q§rrLfTj 5 §i a&L L65)6n65)uj Click Qffiugi Q®[T655Ti2©a® ulld 

fcJ60§] u&a&LD (S fb rr 6b 6^1 ^1 ©ldljld. 

Depth ( ® L L 65) 6TT F) 

(BlDJB Ul^ *LL65)60 QpfiOlD [^Lp60a6Tfl65T S\ 60 61] fib 65) 6TT ® ®L @ U U@£ £60*10 . 
©JTfl§§ 6TT 6L| ® 65) 6TT G 3j ifl 61] Q ® LU 603j65T (Lp60LD pfl Ip 60 66 6lfl 65T <^60 65) 60 

®l@uu@§§ 60 itid. ae0 60§] Custom 6i65i gjiio u^idleo 6ifl©iDLflw 

^16TT 6lfl 65) 65T Type Qfftlj §| Enter Qffllj6U^65T (ip60lD <91 60 61] ® 65) 60 
60 $ ISJ 66 60 IT LD . 

Cirtion (®ll65)6o G) 

® L L 65) 60 (ip60lD ftflip60 601£ 60 56 65) 6TT ® LD fT JB § jj ID fT <96 (B 60 fT ^|60 60§] 

ffLDrrjB gjfJLDfl) 0 ) 3j IT ® G 60 0 <9J6D60§] 9 © ©ftfluiilLL < 9)1 65) <J 65 ) UJ G IT 6b So\ 

6J[D U®§ flj 60 fT ID ♦_ 
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© 

Lighting (®ll65)6o H) 

8lD(T)UI$ ® L L 65) 6TT 65) ILL @ HI ® ®165T IT 60 6TL ® (tp 65) 60 fib 6lfl 60 9 6 tfl ILI65) ID U L| 

Q§[fllU 60 ©LD. @P)§ Q 6 lfi aWlDULj 9 65T ftfi 65) 65T Q ^ rf! 6L| QffUJ§] Click 
Qff LLJ §0 60 601£60§^65T 6Tr& §U U® ®§ ^l65)65T <91 [B ^ a^LDULj 

§0® fi^fD(B£&fT ai|5fi&UUfibaLD g6lflu4,L LU U®ID . ^^[T60§1 Q 60 6lfl HT 65) LD 

®ii^Lu^rr® Q^ffliu 60 ( 510 . (Shadow @|D(5 ldl®(Bld ®^65) 65i 
a-uGiurralabaeOLtiD.) 

(3-D Colour) Automatic (®ll65)6it M ) 

6ld{T)ui£ ®LL 65 ) 6 fi @iufibfl^t 60 ( 5 iD §]65) 655T Menu ® 60 Wire Frame gj 
Q^rflaj QffUJ^iT60 60 l^ 60 lD 60 IT 655Tf5J ®6!T ^6SflGlU Out Line gg 

LDfT^^llJlD Q ® IT 6551 L 60l£60LD Q^lfllU 60(5LD . U?655T@LD 60 IT 655T IbJ & 6fT 

Gflb IT 655 T L S\ 65) LD U 65) U SL- ® 60 IT ® (g 60 fl& fT) @ Mate ® L L 65) 60 65) UJ Q 6& ffl 614 
OffLU^60 G 60 6551 0 LD . 

3-D Colour (® L L 65) 6TT N) 

G LD £D U® L L 65 ) 6TT 65 ) UJ Apply QffLU60^65T (ip60UD Colour LD IT pj 0 ) afl 65)65T 
Shadow §nj@ 60 [prei® 60 [TiD. 

Word Art (&LL65)6n 47) 

Giopj UL^ ® L L 65) 6fT 65) LLI @LU®fl^65I^60 rf 60 © ID IT jQJ 2-60 60 U 60 60IT655I 

60 igi 60 fSJ 3> ® 65) 60 Q®fT655IL §165)6551 Menu f LI L LD 1) Q § ffl IU 60 (5 ID . 



UL ID (1) ULLD (2) 


@3^60 9© 6060 § 65) § Q ^ ifl 6Y| GfflU§) OK GffUJ§fT60 Llf 650T © LD 9© 

§1 65 ) 6551 Menu (ULLD 2) Qajifliu ^J©^. Text to Here 6i65ifD 

@l§ 65 )§ 6)Hl( 5 Text gg type QffujiueofTiD. 
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Type Qs= uj ll|ld Letter (SjDgj Bold, Italic, Size 6 TsttT u euro sojd su Lp tai ® 6\3 rr ld . 
su If (5i ail in 61 J L 65T OK Qffiu^iTso £1 an y u/l mi a_rsja6ti Text 2 _L®si 
anLGsa 9(5 gjisnam Menu a_u5 Q^ifln 6 u®ii). @ 5 ^ sjstnsrat 
Menu (prou3 eu^suemtcaaijuLL Text g Gu)§yijj Q ic © and limit ld . 



Edit Text (a l l 65) 6 tt B) 

(itiDfrj&iipuuLL. 4LL65)6(165) uju u uj 6 bt u ® s,g\ Text g Edit Qff uiwsortiD. 
^ 65 fT 6 U§] 6ffrja65iG6a Qffiu$ em^euLD arfliuiTesT^fTaGeafT ^|60 s^§j 

^aULDU65T£fT&(D6Un 65) LD UJ IT 6 lfl L L IT 60 , @a a L L 65) 6 TT 60 LD 
U?655T($LD ,£ 1*5651 6 Bl£ 6 a *5 65)0, 0>)©*5 0>llU65) LDa a60IUD . 

Format Word Atr (Fill & Line Colour) (aLL 65 ) 6 n D ) 

GlDfBUip aLL 60 ) 61 T ^Lp 6 V) LD Text @fT)© 6 )J fT 655T ID IT IT) [D £ 65 ) $ GfflU IU 60 ITIJ) . 

<=N£)i)JL65i Line Clour 6 T 65 iir) @LgS0f)6O 6 a it 655 t 0,65) g> ld rr nj gjj eu 55 est 

(!P6\)LD 6lil6rflLD L|5b6Tfl60 6afT655IIDfTIT) [D£ 65)£ 6Jrp Llgg, £6UfTU) . 6lfl6lflID L|a6lf165T 
^ 1$ U Lj a 65) 6TT LL| LD With 6T 65T JD @L£0fl6\) LDIT fT) JT) LD Q ff LU 6U ^ 65T (y>6\)LD 

LDnrnpf[fluj65)LDaa6v)fTLb. 

Insert Word Art & Word Art Gallery (aL l 65 ) 6 tt (A) (C) 

® 651 6p Q LD fT © Word Art 6Bl£6aiD (S ^ 63) 60 U LJ 65 T GlD fT)Ul£ aLL 65 ) 6 TT 
yp so ld Word Art 6T65T[T) §j 65) 655i Menu @n)© Gff 606 D 60 fnD. 

Free Rotat (aLL65)6n F) 

@a a L L 65) 6 TT QpSDLD 6BL£6a65)LDaaijULL Text go © nfl 0 , *5 UfT65)a 
(Degree) aerflepTLa 0f)©u U 60 it ld . u a 65)0 rpH rp nai < 5 & 6rfl so Q^fflujiD 
(Lp 65) 651 a 6 rfl 6 \) MoUSe Point go 65)6a*5g| Q^(TLITf 5 §J ^l(Lg^^la QafT655l(3 
af)©U U60fTLD . 
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Word art S hape ( a l l 65) 6 tt E) 

(S LD fp U a L L 65) 6TT 65) LU £ Q £ dT 61j 
Q 0 IU 6U 0> 651 yp eo LD 6J fp U @ LD §] 65) 6551 

Menu g) s-uGiudal^gti s_rui a&6 tt 

6Ul^6amja65)6n GlD6$LD ^l©0)fl£luJ65)tDa> 
a 60 d LD . 

EX: (ofblHSafT®, , 91 65) [J 6B L L LD , (lp (Lp 6a L L LD 6T65I U6D U60 , 91 65) ID U L| 0 6lfl 60 
LDdjD JD 60 fTLD . 

Word Atr Alignemtn (aLLesrn K) 

@a aL l 65 ) 6iT yp60LD Text @nj © Alignment a65)6n 6a Lp fBi a so it u3 
EX: Left Alignment, Right Alignment, Center Alignment. 

Word Art Character Spacing (a l l 65) 6 tt M) 

gaaLL 65 ) 6 rr (tpeoiD Text @65)65T G[s ©0 a 60 du). (VeryTight) Qad® 0 iD 
Q[ 5 ©aaiD. (Tight), Normal, 6iflifl6i] (Loose), Qad^aiD eiflrf!sij (Very 
Loose) 6T 65 T (T) (Lp 65 ) [D U-fl 60 6T(Lp^^fl65fl65)L6uJ @ 65) L Q 6a 6rfl 65) UJ 0, 
(S^fTfD p6lfla a6DfTLD . 

Word Art Vertical Text (aL l65)6tt H) 

(o LD fp U L^ a L L 65 ) 6tT 65 ) LU 2L U G UJ fT fl£l U U j& 651 (tp60LD Text @65T 6a !$ 6a 3) 65) 0j ILj ID 
Text @6gj6TT6n §6aG6arr© 6i(ip^giaa65)6TTiLjLD (character) 9 0° 
ud65)aufl6pTLda 0$l©u u 60 tid . (Text @ 65 T 6 aL^ 6 aLD ld it ip it ld so) 

Word Art Same Letter Heights (aLL65)6n G) 

GlDfT) U aL L 65)611 (y)60LD, Word Art @65Td60 6 ai^ 6 a 65 )LDaaUULL Text 
@651 2_ IDU fsi a65)6TT /(Jd0 G U 6551 60 d ID . 

Quick Tec Academy Quick TEC ACSdeiHy 

Word Art Same Height Word Art Same Height 

LflijGiJjarfl® a (tp 65 T 65 iii JlijGujiTafl^^ lT16st 65 iri 
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CHART (Graph) 


Qufflw 9(5 s \l l6 U mm ad tu urTiT«D6uu_flLl (5 S\$6S\ sjrrj jd, 

£ IT Lp 6l| a 65) 6TT /fT Q<3FLLJ LU (Lpfjj U(SLD ID65flflj6pa (3j QGlJ UfTIT60)6UuJl60 

^6unj6O)0) Q 6u srfl a Q a rr 600T ij 65 ) 6 ua fitflfDg] 6 U 65 )fjLja 6 ri 6T65T60rru). aeorfl^ 
a 65 ot a a°l in 6U rr6ija6 ?dstt q>Gij ufTfT 60 ) 6 uuil 6 O Q6U6Tfla Garret it 6Ugjj Chart 
(Graph) 6T65T ro it eo ufl 65) £& in rr rr gi . 

@3)65)631 6T6U 6U rr 2 U @ LU a a 6\) ITU) ? 

Formula bar j§ go a_ sit ctt Chart a 6165110 £6 L L 60 ) 611 69)111 Click 

Qffujgl Chart eian jd §| 65) 655t Menu @j 0 (§ Qe\3 6 Ueo ftld. ,si 6 i) 60 §i Insert 
6165111) Menu @60 Chart 6T65TU65)§ Q§lfl 61 | Qffllj§60 (B 6U 635 T @ to. 
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aL l65 )60 65)tu Click Qaiu^fT 60 Y ^aTles^ QaeogULD 

6^65)LGaiT®a65)6n 60 65) FJ d) 60 6JfD U®^ ^60[TLD 
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(SlDA) 5h(DU LJL L S\C L 60 65) 655T till 60 Month @|D®ID Total @[D@ir> IDLgU) 
Chart gg 6U65)ijuj G su 6 wt @ Qld sufl ot , £fj6i| <9iLL6B65)655TiJl60 Month 
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6 T 60 6orrrr}j Q^rflaj Qffiu 60 g>i? 

Data range 6T65 Tjd @L.aj$l 60 (ip£ 6 \fl 60 1st Row gg Q^rfl^ Qffuigi 
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Row 69)611 Qfl&fflflJ QfflU £60 (*60655TgU). 
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Bar Chart 

* 1 65) l in rr * Bar * 65)611 G*rr 655 i® s_ {§ 6u it 65 i 6 u 6id rr ©d u BarChart 
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6 U 65) rr ijl 6 bt Q 6 ii srfl oil 6ifl id iH 65 t 6j£,rr6o§] @L£^leo Double Click 6lSlLI60£6IST 
([pww (B 6T65TfD @l_£,^ 160 ) Format Chart Area sot ro §j65)6irai Menu 
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Area 6T65Tnp @L£gfl 60 Colour @65)65i Q^rfl6ij Qstuaji r^lrp ld rrrrinjsm^ 
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60 65 )ij J 1 sot 6j8jfT6oa>j 9© Gridlines @60 Doubleclick (C srsotno @L8>a$l60) 
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@rai(S® Gridlines @ 6 si 
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Pivot Table 
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(SlDjDU^ §165)6551 Menu @60 60 60§J U®a§^l6D S_6TT 6TT L L 61160 ) 6551 ail 60 

Field 9 60 Gl 60 rr 65 t fry ld Q§nflw 6 o©ld. (uL^aJleo R) @eo Field aerfleo 
6§65)6u iu ft 65i Field g) Column a6i| ld , Row ^aeijiD LDrTjijfrf)uj 65 )LDa 
<EB 60 rr LD . 

6U60§| U® ®§ gfl6D afT655TU uQlD Field 6 J 61 J Gl6UIT65T 65) fQILj LD Mouse @ 65 T 
(ip65)65f lu rr60 urDjifl @(ip§§]<j Q®6Digu G§65)6uiurr65i @l§££I 60 r£lfru§§ia. 

Page 6T65i|D @l§s []60 9 © Field go r£l65)60 §j 6 o§ 65 T (|p6DLD aipnj^] 

(ip 65) (B uil 60 Q§r/l 6 )j QfflUgl § fl[ 61j ® 65) SIT S \60 § fT 65fl ® & 60 mi . ,$ 1 §rT 6 B§| 

Dept 6T65ifD Field gg [#65)60 r^lp§^l65rrT60 Deptl, Dept2, Dept3 6 i 65 i 

Q§rfl6lj Q®IU§| (Ip 61 ] ® 65) 60 0 6U 6Tfl <96 0 a fT 655T [J 65) 60 a a 60 fUD . 

Data 6T65rfT) ®l§§T 60 @(M?£)§i<t Q a 1 sd ©] sdl l u u ® ld Field ® 6 rfl 60 

aiL @§ Q§rr65)a65)iu 6ifl65)6060fTa OufT)6omi). 
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Function 


Function 

Insert Menu @so Function 6T65in) §] 65) 655ia ®l l65)6tt65)uj Q^uj60 

u®§^l 65 ifT 60 §] 65 ) 655 i Menu Q§ffiuj 60 (§ ld . ^60 60§i Fonnatting Tool 
bar @60 /(X) stsstid ®l L 65)60 65 )tn Click Qa^iu ll|ld (Surrgj §j65)655i Menu 
Q 3j [f! LU 60 © LD . 




?#’*'*$> *. ■ s* 

1 d«*s & r*»# 
p> 

I ' .,>.*k£> $ 

. • <Vvi NY* *T»' • 

?*>y 

& i'S^S * 


f 

*4swr 

fi-ii 


»*r<3i i t«t< 



§1 65 ) 655i Menug> Q^rflei] Qaiu§i Function ®65)6o QffinjTju(i)§§60fruj. 
All 61651 fD ® L L 65) 60 65) til Q§[fi6i) QffLU60§65T (|p6DlD ff®60 ®LL65)60 

®65)601L|LD QffUJSO Ll(g§ 5>60fTlD . 


aiLL 60 (Sum) 



(1) 75,69,34,56,65, 6T65T(D @ 60 ® ari ®65)6o Q^rfl6i| Offtu§ j6)J1l@ Standard 
Toolbar @eoj r (X) 6i65ifD aLi_65)6065)iu§ GffiuLi]LDGuiT§i (Sa^fT65TnjjiD 

§( 65 ) 6551 Menu @60 Sum 6T65T|D ®L L65)6065)LU JlfjG LU fT ^1® ® G 60 655T @ ID . 
^160 60 §i Insert Menu @60 Function 6T65 ilj 65)§ Q§ffl6n Q£iu§it 66 
^rsiGa 9 © §j 65 ) 655 T Menu Q§rfliuso©iD. s\$ §1 65)6551 Menu @60 Sum 

6T65T fp ® L L 65) 60 65) LU U l_fl IJ G UJ fT fifl ® ® G 6116gQT ® LD . _ _ 
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rmtm m ^ 


a* 



It .* m i co mm 

<a* ijncrad tKtfc, nfcxM i tfp-S'i m «gur«rit 

■A * , ; Si f ft 


§j 63 )« 55 T Menu @so Number 1 sisnij) @l^^ 1 so aaL i_G6U655ti^uj 
a&gsi|a& 6 rfl 6 iD 651 Q^rflq Glffiiip ^ 6 vjsogi Type Qaaip (A 1 :A 5 ) Q^iflaflaa 
(S 6 U 633 T©ui. Jlorani OK sisuig) aL l«d 6 tt 65 )uju lily Guinea a Gai65ST@u). 



GujjD®rrfljgj5 ^J61| ^ll 6 U 69 )OTudlso 60 60gj @nfla&$ 9(5 Column 
<S) 6 U 6 \)§j Row @s3i a_ 6 n(B 6 Ti @©a(5iri £ij6i|asifl60 ujlau Quifliu 

Q U p U> (T 6OT If, SS)fb aiTS5iliu^5Q(5 ®S®165I UI1I6ST U@$ pfi^lG]T)ITlD . (Lp ^ 6vfl 60 

Max (^i^lahi^iu GlurruLDafl) nrciiGa 6 iig(S 6 ii 63 dt @Gl ld 6 ot ljssj sfiTiD[T65fla a 
G 6 uam @uj. (C 8 ) LpRfi 65 i it Formatting Tool bar gm arr655iu u@uj J(X) 

SI65ijB a L L 65) 6TT 65) 111 Click Q UJ LL| ID Gunp G £ IT 65 T p LD g| 6 S 5655 I Menu 
@6\5 Max 6T65TU65T/5 Q ^ rfl 61 | QfflUUJ G 6U 6531 (j) IB , ^LjGuiTgd Q© g] 65 ) 655 I 
Menu Q^rfliusiidjia. 
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I^;riyrdb*ni;^w «4irih jrm*Mywsfe ,ll^ ; 

•' », • W'S - 

W| mmkmrnMmm ■... 


§165)6551 Menu @60 Number(l) 6T65 Tjd @l§^1 60 Cursor g> 

Max fib fT 6551 8 6116551 l$UJ 6T 60 65 ) 60 fib 65) 6IT 6U 65) IJ ILI p fib fib (S 6116551 © LD . (E 2 :E 6 ) 
l_fl 65T 65T1T OK 61607 0 ) fib L L 65) 6TT 65) ILI lil (J 6 IU IT do\ fib fib (S 6U 600T @ ID . 

^8 § (dU fT 60 MIN @ 65)651 IL| ID fib IT 655160 IT ID . 

g^fTffffi (Average) 

(o LD p) 9ft|DU LIL L ^ QT 6V| S \L L 6U 65) 6551 U_fl 60 6T6li6UfTp 0 60 Q 61J [T (IT) 611 (jlj 65) L UJ 
fffjrrffffl QupLDfT65T§65)§iqiD fib IT 6551 Ll§| 61651U65)§ UfTITU SlIITID . 



(ip §601 60 Average § e itiDfr65f1fibfibuuL S6ii655ti£iu ®l§§ 160 Click 

QfflU LLlS61J655T @LD (F2) I_T160T 651 IT 

J(X) 61651 fT) fibL L6B)6T1 (ip60lD Function 6T 651 fT) §j 65) 6551 Menu @60 
Average 6165 T|D fib L L 65) 611 65) ILI Q§ffl 61 J Qfflljp OK QffoilU 61 |lD ^uGu^a 
Average 6 T 65 tid §j 65) 655i Menu Q§i/1ili 611 ( 5 id. 
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imn&m-l |t«iE 


m$MM 


W 53,?S 

^ .0itNM feE. mipwxeiiiiii. «^ s i>e rwm, 

mmwmm m& zm&mimtm*, 

f%m£mm , m im^m 

;, llm wmtmt*.:;:M-X&MB k 

'M •••••••••• g:-^ 

Uj j ^ .. j ;M$Ca-.- I 


@ 2 > 65 ) 655 T Menu @60 Number 1 6 T 65 TJT) @l_5 5160 , Average 

®(T m 6 so 63 zn ipin Cell aeri ^i 65 ) 65 T^ 6 w^ii|iD Q^ffleij Qaing*) aiulLGsoesisTguj. 
ai^nrajgj (B 2 :E 2 ) 

lil 65T 651 IT g)J65)6&5T Menu @60 OK 61 OH JT) do L L 65 )6TT 65 )IU [S\\J GLUITafla S> 
G60655T ®u), ^luGuirgi tfftrrarf) Qupiofrssnij F2 6 T 65 T{d Cell @so Q^iflqii. 
lTIot 6BTrir Copy, Paste (ip6?nrouJl6 ?dot uiu65iu@5^1 F2-F6 6065 )ij Lflrr^lnil®*. 

Rank 

0 © 60 © U l_f] 60 S— 6TT 6TT LD rr 655T 611 IT £B 6Tfl 60T 60 (gj LJ L| Iff) 65) 60 65) ID 65) UJ (Rank) 

^fTiDiT6&fluu^j])(gj Rank ctot p) aL lsdctismijj dlirGiJLjfTfl^luGijfTU}. 



(|p 6 ^ 6 x 51 60 Rank 61155 @L 5 g 5 l 60 air 6551(^5 u@a£lrifiTaG 6 TTrr <9155 @l 5 ^ 65 > 65 t 
gffTLDfT 65 flaaG 6 U 655 T©ld. (G 2 ) lilesi 65 UT jXX) 6 I 65 TID aLL6»6n ^tpso ld Rank 
6 T 63 T (D 51 65 ) 6 wt Menu @ 5 {§ OffsosoGeoessigiD. 
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%*&*** t**;r.*fcs* *rwi*f|f *«|k 

Rf^'n mwr*f si* ar .tidt^srwKKftai,, #tael manibisti. Stownwr#^ 

& •'* m .. .aaiaiHMaMiaaa«iiaaaaaMaMHMdl : : : : : ; .■■t—..., ’S t |-,- t , f - -, - .nnmnirfritir^ 



Rank 6 i «ri no 51 65 ) 655 ? Menu @ 60 

*Number siesifD @1-5 5160 6T55 Q u gjj ld llTI 6 ot Rank gg aiT 655 T 

@©afi£l!ifiTa 6 ri 6 i 65 iu 65>5 Q^rflq Qffiuin G 60655 I®id. (F 2 ) 


* Re ference Area @60 6155 5 u 6i] a GafriT 65 ) 6 oa@ 6 ri Rank a nr 655 i 
@(fjaaflnfirasiT 6 T 65 T sfiTiDiTeirflaiaji 5 (t 6 i]aGafT(T 65 ) 6065 )LU 6 oy)f 5 ia G 60655 T@10. 


(F 2 :F 6 ) 


** Copy, Paste Qaiuiqu) Guirgj Reference area lditid fDit) 65 )L {5 5 l QaeogpiLD 

(<^5fT6U§i (F 2 :F 6 , F 3 :F 7 , F 4 :F 8 ). eieaigjj Reference Area lorrirfla 

QafTessT i$©a (§10) @565)65T 5® u u 50) ©, Reference Area 65 ) so 

Lorr po rr ld 60 65)605 ^1®uu5(d {§ $F$ 2 :$F $6 ct «n pc> Symbol gg @lG60655!®ld. 


If 

If 6 I 65 T 5 Function 6I65TL151 9© Logical Argument <£15^6051 

r5 rr u 5 60 [pf 5 i ©id 5 c luf5565)65ra65)6ir ^l©u Qaiui^Lb Guirgi 9© 
(ip 655 6TJ LLJ LD , ^©LIS? GfflUUJ^ GuiTgJ G 60 jT)| (Lp 65 ) 60 li_| LD SOtpri (g 611 5 IT @ IX> . 

a e Gip s_sri 6 n 5j6ij s\C l60 6 o 655 i il /1 60 6T60 60irgji If Function g 

Qaiunpu®55J6051 6 T 65 T ufTiTuGumo. 
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(BLDfD aiFipflUJ L6U65)6551 nfl60 QlDIT^gjU) 200 L|6TT 6lfla(6T&fib (g GlD60 

QuojpDajft®6 it Pass 6i65TpiD (§65 )id 60 rrau QufDfDajftab6ri Fail 

6T65I61JLD aiTL©a. GlDII) 5*ifDU ULL ^ [J 61 | S\ L L 60 65 ) 655 T llfl 60 AutO Slim 
6T65TjD 4L L 65) 60 65) UJ U UIU 65T U © £ ^1 Total @65)651 a 655f] fib a 60 IT ID . |J163T 65 T rf 

6 ifl( 5 iD JIuj @l^^ 160 Cellg) Q^r/l6i) Qaiup 6iI)l© (F2) Formatting Tool 

bar @60 /(X) 6I65TID aLL65)6TJ65)lU lil J 6 IU IT fifl U U £5 65T (jp60lD 6 {& IT 65T p ID 
§1 65) 6551 Menu (§ 60 , All 6f65TU65)^^ Q$[fl 61 | QaiU p < 9 |$IT) @ G^Gy 

®rr655nju©LD Function 6T65i[D aLL65)6TTiLfl60 If 6 i 65 TU 65 )g, Q^fflevj Gauj^rreo 
If Function 6T65 ijd §] 65) 655i Menu Q^ifliueo^io. 




L»s»ttO**i |r: ?zw 

. nj.Jsm . 

:l; .::: ■ v ; : 'r . . . ? ' 


JA « rAlSC 
»iPMwif 





1 at mm *rd «k*Hv vaiifji; 

j &.$& • 

|f. Vakw^IJaiiw » i^mfegrr«Kl i i«#^kfALSE. It erttaad,,. mMm 

i®f . : iini ^ ®s® 







® £ gJ65)655T Menu @6\5, 

Cell 6T65TfD @L^^l 60 U if)/ 60 65) 651 fib (§ SL-LU©g)$ G 60 655T 1 £IU Cell @ 65 ) 65 T 
(Ip 0 j 60T 60 Mouse (ip 65) 65TIU H 60 a IT L © 0 ) 60 G 60 659T © LD . L-fl 6fff 65 T fT 
ji>lui5 0j 65) 651 a 65) 61T 60y)f5Ja G60655I©LD. (fi_-lD: E2>200) |j)65T65T[T @f[655T LfT6B§jI 

60 ffl 65) uJl 60 Value if True aesTfD @L£&3)l60 pf) ujgi 65) 65T arfl aesrnofreo 

6?65i65T (Ip 65) 60 60 If fcj a G60655i@QlD65Tp Type Qtflliw G 60 655T © U) . 
(SL.-ID- Pass 6T65Tp Type QaFlULU G606551©ID.) Lfl 6?JT 65 IIT (ip 65 T [D rr 60 g| 

6iiffl6iD3= uJlso Value if False a65i[D @L^^leo gflurD£65)65i65)iu 

QfiFlli UJ IT 6lfl Ll LfT60 6T65T65I (jpi^65)60 60^^ S> G 60 655T © Q LD 65T p Type QffUJUJ 

G 60 6551 ©id. (sl. id- Fail 6T65T p Type Qaiuiu G60655t©id.) lD6qt evrrf OK 
6I65TID a L L 65) 6TT 65) LU iJlfjGuJfraflfib a G60655I©LD. Copy, Paste (JP 65) ID 65) iuu 
u in 65T u © £’ p 6o ^ 65T (ip 60 id G £ 65) 60 in rr 65i u @ 60 65 ) pr (Cell) 

0)1 J U lil fib Q a IT 6TT 6TT 60 fT ID . 
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£j 60 60 §] GrBfT^Lurra ©frfl^j Cell @65)65i Qauip 

=IF(E2>200,“Pass”,“Fail”) 6T65T Type Q^uip Enter Key gg 

<5)l(!P*5 ^l65HT60 ^®65T 6lfl65)L Q^rfllU60©lD . 


Kala 


3 IMerka 


5 iRuba 



IS; F \ Q i H 
Phy l ChelApp[Total jPass/Fail 
85 46 69 200 =IF(E2>200 ."P^ss” ."Fail") 

84 94 56 234 

85 78 86 249 _ 

64 45 94 203 _ 

42 74 43 159 _ 

45 85 65 195 


lTI69t esriT Copy,Paste (LpaniDiLflsBan uujwt ug£6^so6 Ulu rrsw Cell aisoir 
fbaiT^^l Qff60a. 



6 id[d ai[DUULL £ 5 ij 6 qijuLt£UJ 6 \f ]60 0-45 Ljeri 6rfla6iT 60 65)g QurDn)6iirta&6!T F 
a 65161 ]ID 45-55 L|6IT 6Tfla6TT 6065)IJ QurDfD 61 irTfi& 6 TT S a65T6l)lD 55-65 60 65)J 
L|6ri6rfla6tT Quid noeuifa6ir C 6T65I6 ijld 65-75 6065)j q 606 Tfla 6 iT QurDjT)6iirra&sn 
B 6 T 65 T 6 i]lD 7 5 fi_ LD <!M3)fD<g) GlD60 QujD [D 60 fT a6IT A a65I61)lD ^IT !DfT65fla (ga. 


6lfl65)L 

GlDfDUl^ J&!J 61 ( aiL L6065)655I65)IU File@60 Type Qfflliiu G60655T ©ID. 
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iJlstn65iff (ipi^ft) Qu|du uL(o 6 U 6 roi 19 m Cell gg affiiMesfla^p (C2) ^riGab 
Curser gg fijlps&pab. Lfissi suiff If 6i 65T ro jiflurbajesiesiesiHi @6ii6iinp si^pa. 
=If (B2>=75, “A”, If(B2>=65, “B”, If(B2>=55, “C”, If(B2>=45, 
“S”,”F”)))) lTIot 6 ffrrf Copy, Paste (LpsorDaDimj uiU65i Cell @ 6 si 

rfipuu@^l 6 U 6 (D[r j^ljudlallga. 

Sum if 

9(5 r^luj £65)65165)111 Ufflrf*6065)65I Qffulgj <$1£65)651 sfl(njU gfl Q^UJ U_| LD GufTp 

£(j6ija&65)6ii a*iLi 9 Qu)fi££ Qupmgfl 65) iu ®rr®i ^60 Sumlf @ai 

&LL65)611 6IULII9 QfflUGO U(j)fl£lfD£| 61651 U <5)65) 651 ©© S_ ^ rr IJ 639T LD (ip60lD 

unrriruGuiruD. 



(1) CoLDpa Ul^ anfDUULL L L 61165) 655Hiil 60 , Salary 4000 ©UfT61|U) , <91£fD(gj 
GlOpli QupU6U(T ®6Tfl65T *iL @£ Q ^ IT 65) £B 65) Hlflb S>\\m\S>. 

(2) Allownce 300 c_u) <$j£fD{g CiDgjjib Qupueuri & 6 ifl 65 i Sailary @ 65 i 
Total gg ®rT655ia. 

(Lp 65) fT) 1 

\ 

Insert 6i65i|D Menu @60 Function 6I6STp £]65)655ifls ®l L 65)6ii65)Hifib 
Click Glffiuiqu) Gungji G£iT65i pm p 65) 6551 Menu @60 Sumlf 6i65i u£65) 65i 
QjBlfl®! QaFlijp, OK 61651 jl) fib L L 65) 6H 65) IU 61iy> fcj (§ PEd fib 6TI . uf 655T @ L£> §© 
§j 65) 655i Menu Q$[f)iu6ii([5Li5 . 
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( 1 ) Range &T 63 T p @L£ 3 )l 60 j^lufB £65)65165 hli G6F|lG 6ii655T i^iu Cell range 

gg GfibfTgfibfib G 6116551 0 LD . 

(GlD[I)3ftn)UULL £66551 fib dflbO B2:B7 6T65T ft) range @60 G^lG61I655T 010 .) 

(2) Criteria 6T65TfD @L£g)l 60 njlu[5^65)65165 )hi 6U(pr5i& G6ii655i($m. «*>i£fi6iJ§l 
4000.00 a_m ^^fD@ Gmgam Salary Qupu6iifT fib6ifl65i ul1i^uj65)60 
G£@61J£nQ fibfT65T {bTufB £65)65165) HI (>=4000) 6UiplEJ flb G 6116551 @ IJ) . 

(3) Sum-range 61651 JD @L£^l60 3«.L LUUL G611655il$HI @L£ 0)1651 Cell 
Range (B2:B7) @65)65i Qrr@a&a& G6ii655i (Dm. 

l_fl 651 651 ft OK 6T 651 JT) fib L L 65) 611 65) HI lJI IJ G UJ fl 5> U) G01U5)IT6O, 6lfl65)L 

Qa&[f)Hi6u©m. 




QP$6S\$o Mouse point < 31,60 B8 eiesrp Cell gg Click Qffuip 

QffUJ H|f5l fib611. lB 65T 651 it flf If £b tt6551 L611 flp Type Q£FIU Hj \h\ S> 611 . 


=Sum if(B2:B7, “>=4000.00”, B2:B7) 

Type Gffojp (ipi£££ i_fl cm ot it , Enter (Keyboard @60) Key gg 

<31 (If £> £jl fci & sri 6ifl65)L QfibfflHi6 a®m. 

S. A. GNANESWARAN, QUICK TEC ACADEMY 385, 2/9 GALLE ROAD, COLOMBQ-06. TT.504.M I 





&xce£ ‘ 97 @ 

6lfl68)L (2) 

(SiDjQflhfDtj ull l 6u63)655iuJ ]60 Allowance 6T65TfD Column §60 (Column 

C) §60 (]P56rfl60 G$lG6U655T®ID. ^|^fT6UgI 300 £L_ ll3 , 300@jD @ 

(Su)g}i 6 TT 6 n 6 UfD 6 wrD 5 6 $i?, ^$n)@ GfbGij &rr655uju®u) Salary § 65 ) 65 i 
0ttLLUULG61J655T®uj. 

(tp^6\il60 B8 6T6BT ft) §l$^160 ^^fT6u^i Salary gg (Total) anLi^ §l 
G6U685T i^uj §L^afl 60 Click Q^ujgi 6 i1Il®, 

=Sum if (C2:C7, “>=300”,B2:B7) 

Count. Count If, count A. Count Blank 


T A 'if 

B 


1 1 Books 

No 

Total 

2 [Word 

W01 

36 

3 'Excel 

E01 

42 

4 Access 

ADI 

64 

5 iInternet 

ET01 

53 


Count 6T65T 0 ) 3>L L 65)61T, Q^ ffl 61 | Q#uj iijLlj Cell range §60 6 T 0 jS> 65 ) 65 I 

§60aaf5i®6TT 2L_ 611 6TT Q3j65! Ug> 65) 651 ®655fl^§ji flnjjJILO. (§g| §60&&r&j 66 ( 63 ® © 
lOLgGio QufT©^^u)[r6ffTgi.) 

Countjf 6T65T JD 66L L68)6TT 3ALG61I g© 0)1 LI j gj 65) 65 T 65 ) UJ U Uffl/ 6 \) 65 ) 65 T 
^$fT6)J§| g© ©frfluLflLL §6066 66$ ^0)© GlD60 SL_ 6TT 6n 60 0) 65) 0) 
6T®£§] 6T65£65) 65T 2_6TT 6TTGg>65T U$65)6&T66 dn jJ}J ID . 

Count A 6T68ifT) ®LL65)6n Cell range §60 asaemnu u ®id § 60 ®araia 65 ) 6 rni|LD, 
Text ab68)6niqu) Qa&nr65 utl_ £jij6i]fl6 65)6TUL{ij) & 655 fl$$i& anpio. 

GldG 60 £Rn 0 )U UL L SO 6 U SB 68 ) 6 TT g© 2_ £ fT 0 655U1) yp 60 ID UfTfTuGufTLD. 
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( 1 ) G^65)6murr65i §l $^160 Cell gg G^rfleij Qffiugj 
=Count (A2:C5) 6i65ip Type Qa^ui iL|r&j ab 6 ti. 
iil65T65nt Enter Key gg 2_uGujfTfl£liL|f5j ®6tt . 

^iuGurr§i 4 ctott no 6)1165 )l Q$ifliuoj©i£. §§] $6 bA §606&6&fcj®6ri 6Tgj £65)651 

6T65TU65)6&® 66 65ffT6b<£lL®6& SftflfllL|61T 6 TTg|. 

( 2 ) =Count A (A2:C5) eiestgj Type Qffujii(ri® 6 n. iil65T65nr EnterKey 

g) 2 _ uGlJJ IT 5>1 tLj Dai 66 6TT . ^uGufTgj 12 6T 65T JD 6)fl65)L Q^ffllU 6N©U) . §§| 
§6066 66151 6 T(lj> 8 ig>ja& 66 ( 63 l£> Q66IT655TL 6T6O6OIT61J0)65)0)LqU) 66655I66a>lL® 

*ifTfliLj 6 ri en§j. 

(3) =Count if (A2:C5,“>40’\ C2:C5) 

Lil65T65T(t EnterKey gg 2 L-uGiij{Tfl 0 iqiBja 6 ii. ^uGuirgi 3 ctot ro 6 ifl 6 »L 
Q^ffliu 60 © 10 . ^i^rrso^j 40 i\$ *(§ 5 ® © Gu>gjj 6 ri 6 n 6 Ufrj 65 )jd ctpa 56 vfl 6 » 

Q^ffl61) QfflU$| |jl65T65Tlf QlDfTjjU) 6T££65) 65I SL.6TT6TT§] 6165T U £ 65) 65T 
fliipLO . 

INT 

GiofD tfnfDu ul l Function (ipeou) r&rnb §606&66£65)$ §65 tQ65tit© 

§606&66££rT60 6)J©£§j 3\f&65\ 6lfl 68) L 65) IU (ip(Lp 6T655T Q U jT)J ID IT 651£ flfl 60 

Qujdp® Qfi&rren 6 tt so fnb . 
a_-u>: 342/100 

(y)£ 6 ifl 60 q© Cell §60 342 (B2) 6i65ip Type Qffiuiqri«6ri, lX160tsqiit 
<£I£ 0 ) © ^I©®1^|6TT 60 Cell §60 

=Int(B2/100) 6T65Tgjj Type Qffuifl EnterKey gg LlIrrGLuiTfi^liqr&iaBSiT. 

6lfl65)L 3 6T65T fpl 6U©U>. 

Mod 

Gionj 9n|DU ul l Function (ip60u> g© § 60 ® 66$ 65)$ §65iQ65irr© 

§ 606 & 66 $$FT 60 6)J©66©U)GuiT$| SU © LD llf^l65)UJ QujD P® Q66IT6TT 6TT60ITU). 
2_-LD: 342/100 

g© Cell§6o 342 (B2) amrgi Type QffuiiLirri&eiT ^©fl^S 2 J 6 risn Cell 
§60 =Mod (B2, 100) 6T65T rpj Type Qffiijgj EnterKey gg ^i(Lp^ gJfBj ab6ii. 
^luuGun^j 42 6)1165) l tu it a Q^ffliu6o©io. , 
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0 


Trunc 

233 6T 65T (D ® L L. 65) 60 65) UJ 2/33 6T65Tp ID fT fT) jjjl ILJ 65) ID ® ® 2_£61|ID 

=Trunc( A 1 / 100 , 0 )& 7 ”&Mod( A 1 , 100 ) 


6lfl 65) L llil 65T (jp (Lg 
6T 655T Q LJ fQJ LD fT 65T ID 

2 Qg>ffliuaj(nji6. 


233 g> 100 <%60 
60(3)$p 33 6T65TU§| 
ufgfliuir® a£lfflDLi(gir> 


Goal Seek 

0© @ (1)1 U l/l L L @60 ® 65) ® <91 65) L 60 $ (D @ @ ® ® L L 65) 60 65) ILI 

uuj65TU@^§j(o6ijrrLO. ^£fT6ugi Marks Table @60 Qldit£$ Q£ft65)® 200 
g! <91 65) L LL| LD (Surr^i Q© ID n 655T60 651 Pass 6J65fl65T , &\W ID fT 655160 6fffl 65T 

(gfrfluijlLL ufTL^^lesr Marks g> ^i^larfluu$65i yp 60 iD 200 (Total) 

@60® 65)® <9f65)LlU(Lpl£LL|lD. @fBj(Sa 6T 60 60 60 61] Q $ fT 65) ® U_fl 65TfT 60 ^^l®[f!®® 
(o6ii655T 0 ld 6T65igy ^ it id fT 6sf1 u u 6 £ Goal Seek @65T QffiueourrLfr^LD. Marks 
@65) 65T ^|^l®fflu Ug|L65T Total @65)65Tli]LD £fT65TfT® ID FT(1) (DID 0®lUli|LD. 

(M 61 ! l 60 65)655inil 60 Formula uuj65tu®$^ 1 @©a® {860 6551 ®id). 


QP&GfteO £fT 61 ] <91 L L 60 65) 6551 65) lU Type QflFlU IL]®) ®61T , Total @ 65) 65T 

Formula gj 2L.u@LUfTfl£l£g>i ®il®®j®6tt. 


NAME 

Che 

Pure 

App 

Phy 

Total 

Rajah 

63 

72 

39 

44 

218 

Sutha 

58 

69 

75 

66 

268 

Kannan 

65 

61 

28 

71 

225 

Kumar 

51 

45 

52 

48 

196 

Gopu 

62 

66 

59 

48 

235 

Harson 

72 

73 

69 

84 

298 
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lileffiesift Tools Menu @60-^ Goal Seek 6T65? id ®ll65)60 65)uli£ Qg>ffla] 

Qffiu u_|id Gurr^i @ £ it 65i p id gj65)65m Menu @60 



(1) Set Cell 6T65T [D @L£^l 60 6Tf5 3j @ 60 ® 65)® LDfTjD (D @©® aflflfiT ®60 
6I65TU65)£ Qa&rfleifla® @60655T®LD. ($F$5) 

(2) To Value 6T65TJD @l_^ 6^60 <9165)LLU @606551 lljlUJ Total @65)651 Q£ffl6lfl®® 
@60 655T ® LD . (200) 

3) By changing Cell 6T65TID @L$$l 60, 6 T(d^ Cell @65T Value gj u>nrn 3 nfl 
@jrflj6S& @60® 65)® <9165>LLU @ 0 ® rfljf fT ®@6TTfT <91(5 $ Cell §3 Q £ if) eifl ® ® 
@60 6551 ® ID . ($C$5) Lil65T65TfT OK ® L L 65) 60 65) UJ U lil IJ 6 lU fT flfl ® (§j LD @U (Tg| 
^rrewft® $IJ61] <9 |L L_6065)655I IDITfDIDlD Quirjp Total 200 g) ® 1T655T l_f!® (gjlD . 
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Macro _ 

9® (3 6u 65 ) so an uj uf 6aut (§ id Qffiuuj (B €u eooT lli ^idi^lujGiujD u@ii 

Sungi, <9)^90an Macro @60 Gffirfl$§i ansu^g) G^aDeuGwnjuSujGuirgi 
@uj *^1 ^rf 6 ifl 6 »aiTLi Quid gu® Qsit art en so rr lo . <9)60 60 §| aji^euaDiDii q 

garirfisoair gjDU@^^liJl®[6^ir60 ufsrnjQuiijgjfiB Qair6ri6iT60inD. 

«iuui9 @iua®6u§i? 

Tools-Menu @ 60 , Macro 6T6oip a l l«d 6n eo uj b> Q^iflaj QffiuujicGuiTaj 
G $ it 6uf 2 ii u> §i an 6®n s l l 6b 6tt nil 60, Record Macro sr esr' p 

&l65)655Ta a&L L65)6TT65)UJ Q 8 UJ UJG606531 g10 . 



Sj&glGDsroi Menu @eo Macro Name gg Type Qffuj§60 GaierngiD. 
Shortcut Key ct6bt(t) @l§ 3)]60 Cajsrari^uj pjluT l!6 iD l Type Qffiugjso 
GajanngiA. dl65T65UT OK 6i65iro &ll65)6tt6idiu LflfjGujfT&Lo Qffiuuj Geossingio. 
<9luGuiTgJ Stop 6T65TfD flbL L65)6IT65)IU Q&IT655TL Menu Q^ffltU 6U (T^ LD. 



JlesiflniT Excel Sheet @60 ©© 2 >!J&j < 9 il l6065)655I63)uj §ujiT[fl§§i 

6x0(510 lHlusuit gji gfiT 6 i]<g& 65 ) 6 n 9 j}ug§g>]& Q®fT 6 iT( 65 fbja 6 ri. 
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<9|§65T Lil65T65IIT Stop 6T65TjD flbL L 65) 6TT 65) 111 J1 (J G UJ fT S> 10 Q^IU ^ HT 60 Macro 
ft L L65)6H QfflU IL| LD G 60 65) 60 fib 65) 6IT Record QfflU 6065)§ g)l P g> 3)1 ® 
0*fT6ri 6UPL65T Stop 6T65T p Q$[fl{ 5 $ & L L 65) 6IT IL| LO @60 60IU060 GufT^lD. 



Lfl65T6BI(T Tools Menu @60 Macro 6 T 65 TJD ®L L 65 ) 6 TT 65 )IU Q^ffl6l| QffWiqtO 
Guft§i Q^ffliu60(5io §1 65)6551 Menu @60 



Macro Name gg Q§ifl6ij QaFiugi Run 6T65ifD aLL65)6n65)iu LfluGiunraflia 
G6U 655igio. < 9 UiGufT§i Record Q af lu © 5 § §(j6ija6it Q®fT655iL 
s\ L L 61 J 65) 655T Q § ifl IU 60 (J 10 . G § 65) 60 G LU 0 ) U€91 ^1(5££I0 QfflUgj 

ULU69T U@§^la QdbrT6n6n60fTlD . 
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Window 


New Window 

9© File @60 @(5* @id Gurr§i C>£ 65 > 6 u a©^l Giogiiif) 9© Window gj 
2 _( 56 urraa£)a Qarreri 6ua>nj @ New Window sissifD ail L65)6TT65)iuu 

LfldSlUfTaiD QaiU£60 C>6U 655Tgl b. 


Arrange 


Arrange -> Tittled 616 ut n) ailL65)6TT65)Lu dlijGiurTaLD Qauj^fTeo griQeurr® 
Window 2 -iD UL£g?l 60 amii^iusurrjjj a^65)Liufra6i]ii>, r#65)6oa(5££fra6i]ii 

LDnjjaf j65)iD£5§iaQa[r6TT(65i£i. 




! Vfils w&< *& i 

5 •« 

MM s^nII 


: i 11 sif . i 

ithfci&iM 

-fcT*5% 


Shwl 


4 4 + f ^ts 


I. Ws&ildfe&t 

i 

3 VtfhiSls* 

<5 S*fc»Tf5* 

5 


I j Mgltfu 

( 3 Viirwiitii 
4 NiKt/* 

5 . *<**!><** 

ili* i-^ 


Arrange Horizontal ct6ot nj aLL65)6TT65)uj Lfl^GiufraiD Qaui^rreo, 
96 iiQ 6 UfT (5 Window s_u3 a^65)Liufra (Horizontal) <sj,a u>gjj/ij6inu)^§ia 
darrsn (©id . 

Arrange -* Cascade 6T65Tjj) aLL65)6n65)iu Lflj(Sujnaio Gauj^rreo, 
9 fliQ 6 UfT (5 Window s_i b 965TfD65i dlsjT 965TfDfra , 9 i$fT 6 ugjj u6®LU«DLiurr® 
u>(Dlflf(j6ff>u)£ $ja Qafrsri (®ii. 
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© 


Hide 

Hide6T65TjD ailL65)6TT65)tmj lD g(S uj rra ld Qaiu 6U£65i (ip60LD 9 ® 

Window gj iD6WfD^§i 65)6uaa60jruj. 

Unhide 

Hide6I65TfD aLL60)6TT65)imj LilfjGlXJiT^^ ^1(55 ^fT 60, Unhide 6 T 651 fD aLL65)«n 
Qffiuniu® r^l65)60nil60 @©a@ii. 

gl^65)65i LflfjGLUfTfi^y u^65i (Tpso ld ld65)jd$ gi 65)6uafibu ul ip©® Win¬ 
dow g) Qff LUfT) Llg f^l65)60a@ QafT655lg 6UIJ 60 fT LD . 

Split 

Split 6T65T fT) ail L65)6IT65)LUU UILI65T U g $ ^1 9(5 Window §3 Ga&65)6UUJfT65r 
@L^^l 60 Lflrflgigja Qarr 6 Ti 6 n 60 nuj ^|^§|L 65 T Text gg <9160 60 g| 

^fJ6Ha65)6fTlLjl£) U ffl ID fT jrfl a Q a fT 61T 6TT 60 IT U) . 


Remove Split 

Remove Split 6T65TJD ail.L65)6n65)iuu uojesiug^^l Split GauiiuuuLi£( 5 a(guD 


Window gg 965T|D(ra j§65)655ia a 60 fnD. 
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Freeze Panes 

9© SlC L 60 65) 655165) W Q$(f L IT ff 8^1 IU (T 5> £ IU (T (fl £ §| $ G*rT655T@ 

Q^60gyii(SufT§j <9I$65T Field <9&65)6TT U)rTfT)nC»LD6iDL_LUrrUD60 65)60£a£l(n>UU$fT)(g 

Freeze Panes 6T65 tjd aLL65)6T?65)inu u®^§iafl 65 T(SfDfTii. 

SL. &> rr fj 655UD (Lp 60 lD ^Jfl565T Qff UJfTj UfTL 65)L \J IT LU (8 60 (TID . 



CiDjD a%ijDu ul l L6U 6W655T uil 60 Name, Tamil, Science, Mathes, 

Total 6T65TfT)] ^|65)U)f5§J6TT6TT 6Uffl65)9 : lL(l6, QuLUfT&6TT 65) LD JO gjj 61T 6TT Col- 

umn 2L.U) ID fT (OLD 60 @®UU£JD($ 60 (fi 65) ff IL] LD , ffJo£)*@L D fffb^luJleO 

^fl 5 (T 6 ogj B2 6T65T(D Cell gg Ogjifleij Clffiugi, Window @60 FreezPanz 

6T65TfD &L L65)6!T65)LUU ijl IJ 8 LU T afl & ($&. 

^i^65T l_n65T 65T(T Scroll bar @65)651 &_U8UJfT a£\ 0 ) {£] GlD60 GjOfTflb 60 60 gj 

@ l u u a> <$ id Grofr&afl u * do &) af] 65) 65T jo s> fir jo afl65HT id , Field Name 
LDITJD JDID65)LUJnrgJ. 
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MS-Word, MS-Exccl 


,v 


6* ) c$iU‘MS>en3 Auj&Qtn Atbixsaai 

tlpiXLiiii tA&ixmm <Sasmvw ®s>*}/ia>at 
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■ibcpBj uiffliji# £]u[d r^siisv^iu^firrsifrr^sirr.rT? 

j^rhid&siT :F> ip lei @i_ib. 
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IQ GflGSl UijdljD^S&iJITT 

g uu%>il&?ri, (IndividualTraining) 

g ^b'iiQftjfr® uifl^^Il Lfl&^l[p@LjD ^ufl^ QmrTyfl ^toii 
saBsiias® [Gjjiil u L| s tfr , 

H icnem^ur euffajl&G&jiju Si^rj 
D ^6UH)M (EpSJipujlsO Umii 
P ajsngiLis^gujfriij] uuJljj ^a?6ri, 

4- ■ 

i 



■i 




